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PREFACE.
I. It lias I,,.,.., the ,iiin of the .uillnus t„ pres.-nt fli.. «...L- „f .1

show l.ia, the necessity fur v.uietv i,. ,he f ... ,
,

' '^"-'k-'<.v,.M,.- a.ul als„ ,.,

t..e.„ in .n„....n. ...Hees. This ean ..n„ he ..h,aL„ h, aetl;;:';::!:;'''
'"''^ '''''' '''"^ " '"'""'^

•-'. Althnu-h much .nateri.il usually foun.l in hook-k.-epin,. ,ex, 1, l- , ,

of little disei,.linu.y ,..• pnu.ti.al value, vet all ,he tvpes J
^ """ '"""''•' "-

fcrn^s .h.eh ,he average stu.len, .il, ...t ,. „ ';
J

"-"- '"-sactions an., husiness

"ecessa.-y i„f..nnati.,n eoncennn, thei.- u.a,e.
" ""' '"'"'''''•' ^^'"' "-

•«. Care has been taken t„ .^^ra.ie the transactions ,„ a.hanta... ,„ .iv . „ ,every step, to place the exph , ,f H.e principle .nvolve.i si„; i.v i.^ ^r .

'"^'' '"'"^ "
- ^nconra. the s.u.len. to test .he thoroughness of his kno.le.l.e an., "iL i:':::; 7^.:::
of H^ieLirru'r t,;;";:r:: 7:r

'-' :"-" '- '- "" -- -'-'••
reconie... is the outcome of ..

' " : M
""'""• '"""^ '"^"'^''

'" "'"^ ''~''-
"i«.. ..... puhiic Schools, : : r . :r:' :r^"-

^^ 7"""^ ^-"<-'- ch^ i, ,,

of the sul.jec,
^

• "'" ""'""""^ themselves to all prac,i..al tea..hers

5- It is conli.lently expected tiiat this Curse «mII i

De^.„„,e„. „r Hlgl, .s„
, C„„,.,,i / .J™ ]

: "
"'

',"" "' " "- '^ ""
--'- ' "—

' -- "- .«r::j:r.;;;:z:;;::'

TIIK AITiloKs.
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BOOK-KEEPING.

I

CHAPTKR I.

He ,„ay ,1.. his work carefullv, Uu.u^MuUy .v.„ lo „ Ik " ^'"' ^''"''' """^ '"• ' '« "^ "'-> '-ok-
-^ult of l,i. work, in the final ..U......-., 'o .^^^ "^f^r .f'

""" ^ 'T'
'"^ "'""—">

^ H'"
knows how i„,po,.,aat it is that all results be ZjZT . T"'T ^ '"-' ''''"^ -'""•—.•, how-vr,
N..t unt.l the junior clerk has .lone th r ,. 2 7. T Tl ''"''"' ""'' '"" "" ^''^ «'"'' -^"'
•x'oks, et..., in connection w.th tl,.. ..neral st 1 in

"
' 7 ^^ '^•7^—-^""-V the various accounts.

he competent to take charge of ti.A.oks. o^ ,:;:;::'::, •iin:;:^::;::;'^
^''" '^- ^ -" " ^••'' ^y-^-.. is

A business transaction is an exchange of values Tt s, ,. r .1 ,e,ual val ,o ,h. p.,-,;.. eonccrncl ,n th. t.3 "
n Tj I V '' "'" "''"«^ '"'^'""'««' -'« "^

for which he pays SlO, a transaction ha. tak .L 1. u '"T'"^*'^
^'"'" ''"^ '' ^"'^ "^ <•'""'-

VHlue receive,! e,ual to that parted wi.h.
' "" •"" ""' ''"''^''' ••^"'' '-<-'' -'"-.lers „,..

An account luav he defined as a raonyrl i> , ,

One n,ay keep a record of the C^.Z " ^. ^ ; "7
'''• ^7"^ '" ' --"- -U. various things.

prevailing winds, etc. The teacher n.av keeo aT f ? " ^''""'' "'" ^'-"^'^ ''' Sep.en.her,
, ,o

I^^e ..reu.an .ay keep a record o; hi 'Z:;:!"^ ;;:':':- "^ 7^" '--" '">^ ''T.-f.-t o-es.
h.s trains; and the ticket agent of his tickets.

' "•'*•'''""' "^ h.s rounds; the .lispatcher of

As applied to Book keeping, however m » . / i .

transactions. Hence a Cash a els a r.^i cif..::;;:
/''''"""""'"' ^''"^

= ^" > '^ '^ '—
' "^ '-.iness

business transactions with goo.,s
; a B.nk ,"

i ^ :Z ^T"'''""'
-'''' ^^'^

= '^ ^'•'-- «/« i. . record of
with all the others co.ning under the notice of „: ^il:::^ ^^""^"'•^'""^-^'' ^'^ '"' and so on
values represented hy that a/c. ' '

''"'' '"''"' =* '•''''•"•••' "^ f nmsact. vith sou.e

An acc.unt may be recorded in various forms Ti t
ledgers, and is recomn^ended for use l.v the stu U until e

'"'" '''""
T\

'^ ' " '"'"' '" " ^"^^ "'--
It will henotice,! from the given fonn th.a In a ii

""""'""'''" ^'""'''^

comtnon consent the left-hand si.le is ca 1 "Dph,- 7
,''''''•T '""^ ''^' " ''""'''•-' ^ -•'-' "- By

to the left of each division are for the 2 tl e t •
'^

'"'
• " "^^^^'^""^ "'" ^^^^l^*- '^-^'" -^ "-s

tran^tion .and tl. wider m.ldle column ..r the e:;;;::r^i:,:;!;;;;;:-'-^
'" '"' "'""""^ " '-

transacHon, and a Credit entry is the record of 1 va^ue p^ed ^ th^^^'^'''

"' ''" "*^"^ "^^^^^^ '" '^

A Debit explanation usually begin.s with the word " To " and a Credit e I .
oi lo, an.l a Credit explanation with the word " By."



ft.
V Ri'Ullveit. ) ^anie, of ale. I Valon \

€r.

liatt. Explnnntion nf Iranmi'tion. A mount. i Ihitf. tUplanatiun of transaction. Aviount.

Of Ju^n Lnd
"

^"'^^' " "' '"'' ''''''-' "''' "" ••"^'' "•'"' ••"'• '"'^ -^^^ «••-. balanced, t.7:;..unt

By a urnversally-recognized rule in book-keeping the receipts are reconled on the debit side of the a c

nevtrTr"
;""'"""'"' "" *'" "'^''^ ^'''''-

^^ -'" '- -"'-'^ ^« ^'- P^P^^ that thee' .1:neer exceed the deb.ts ,n amount. Should there .«, a difierence, the .lebits mu." I the greater ZZbalance the a/c th.s .hfference must .. added to the credit. Hence the record of the cash on fald a'enI.e., the closing entry, always appears on the credit side.
*''<"""o.

^a->.^«!!!?""^' ?
^^^'* «°*^ "' ^"'^' ""^ "^« the introductory word "To " followed by the words " Amt of

nttuc 1 :: .r" Bv ' ;:ir"Tr'' t n""^' r^'""
^'^ "''"""'""• ^" "'^^"^ ''^'^^ entry u!!themtroduaoiy «o..l By, fol owe.l by a full explanation of the payment. The practical book-keeper does notwrue the explanations .so fully as this. Sometimes he uses but one word, and^ssibly nothin. but the d2

standing his re^rds to write all entWes in flu Untlrgon:!::^^^:!;:::: ^^^^^ ^"^ ""'"^-

EXERCISE I,

CASH TRANSACTIONS.
Jan. 1, 190-. Cash on hand 840. 1. -Sold 1 load of hav foi ,a«h Sl-> o P„i,l hi, l

2.-Sold horse for .S90. .>._Paid ^tore-k.-ep,. .^50 on a ... k ^Sol 1 2 ^^hs "a'ls V.T V T"'. i^ "T'
*"•

bootsS4. 4.-Paidfo..wa«go,.*,*0, ..-Borrow... from .I -Tones .,0.i:":i;;:f .til^ltrs;;,,
' ~'^" '"^ ' "'"''''

Find amount of cash on hand Jan. 7, bj
obtained.

re account, $iri
.• completing the following Cash a/c a.i.l showing how the closi,,

/ Ani»iiiit8 \
'' 'SH AlC.

mo-
Jan 'Jo amount <it'i-ii,ih on hund

To
To
To
To

' iivil tor Zulu
" I,,,,'

'," ntl

u nil

'Ml nil

1

/.;.'/ IHI

1. <^)n which side of the a/c do you record cash leceipi.s \ Wl,v ,'

2. Why is the cash on hand at the beginning recorded with tlie r^'ceipts (

3. How many ivceipts are there .' How many payments ?

4. What do the receipts amount to ? The payments \ What is the ditieren.'e ?

6. To which .si.ie must this difference be added to make l)<.th sides e.jual ?

6. Could the total payments be greater than the total receipts \ as great (

7. Could the closing entry of this a/c ever come on the debit side ? Why (



EXERCISE II.

CASH TRANSACTIONS-(coptlnued).

Find amount of cash on hand Jan. 14.

Mdse. a C is n record of all gowis bought and sold for nro«t Ti.» ) i •. •
i

the cost pr.ce of our stock, and tht credit sFde recordTthf^Zg price If H el t 1 T'^
,'"'"«'"' "-

the .esult will be . loss. If the selling price i. .reat.r the result Sll 1

.

-"-^s the .elling price,

th.u if the debits exceed the credits the differ.. J n i ? """"• ^^^"'*' " ^^'" ''- ^^"^•'"f

dirti-rence will l,e a .ain it i Tltu J
^'^7"-" "'"

^.^ ^
l^^^'

-^"'^ ^^ the credits exceed the debits the

side .t aiwa.vs .how.:a ;it:::d'Tr: t^c^ttir

'

'"' "^""^ ^"^^ °^ ^"^^ '^ ^ -"- "" ''- "••>'

keeper estimates they would .el for at 1.!^ e It ' "f
'"

''

''f
'^ " ^"^ ^"•'' ^ ^"

^ "'" '-'^-

that the estimated credit will more hLV le led
''''^'^^'' '" ""'^ ^'"='' '"^'^ ''' ^''^ ^^^ P--. -

I

EXERCISE III.

MDSE. TRANSACTIONS

844.60. 18.-,SoI,.g.KKU,oB. BarUe,.ona/ca;,.40 'a'-ct .ist^^" "h f. "TP'^" ^"'"^ *'- "*-"-''""' -'-
during the week ,-m. -iL-.^ocis .,. Btore tcdav in^pe^td r, t^e.! f,''

-»;;"«"'«-'« f^"' ^- «• «-tt & C.,., ,vhole,s.K,

on t.S *'*' '^"^ " '""" '"' '""^ --'^ ^^ -">P-"'« ^"^ ^o'--K aA- ana ..o„ in« how the .h. ing .,t., w. ...„ "n,.,

i^O-

Jan. 16

21

/Cost Pric.'\

To Ami. oftjoods on hand - .

To Amt. of goods hought from
A. B. Scott <fc Co., whotemlf -

To Amt. of gain

MDSE. AiC. (Selling Prl.-(.\

Cr.

liij Ami. of goods sold for cnsli

'til to A. Cox
tiy

Bll
By
Hu .It,,/, ,,j ,j,.„j^ „„ /,„„,^ . _

j

II) ',0

SS>i till

67,' r,o

1. How matty purchases were ,„ade during the week ( How n,anv sales *

2. Why are the goods on hand at the beginning recorded with the pur.-hases ?

3. A\ hy do you record the gwds on hand Jan. 21 with the sales?

4. Sl.ould this amount be added to the sales to find the total selling price or proceed.s ,
5. ^\ hat ts the difference l«tween the cost price and the selling price ?

6. What does tiu.s difference represent ?

7. On which side do you record it to close the a c ? Why (

8. Cotdd the cost price ever be greater th.an the Mcllin- price' If so on wb; 1 1 ^^' , •

entry Ik, placed ? What would it represent ?
" P"^*^

'

^^ •^"- "^^ ^l-'' -<)" would the closing



.srtHHiiiS^ nrpji^i^jia^^

EXERCISE IV.

MDSE. TRANSACTlONSHcontmued).
•liiii. 'X fJocU on hand « .>,

n,,,,,,,,, , ,

Alts „"">"""' »'-'0- '«• -C'wl, grtl,.,s to ,kv *>4 -.n >« <• ,
,^-*'- *—^"W goods on a/o to A. Cox

Pind gain or los8 for the week, an-1 .i.,... ,!,« , ,. .,,.„ .„

Bills Receivable und Bills PavahJp a «» ... i

ours i.u,..i t. other. W.,u...f^^ o.' , ^^i^"" 7'"^*;^ '"^^'^^^ '''"^ «'"'-• -^ ^J-"- of

ret,ul .i..aler l,„ys from the whoh-sule, aa.l the wiles. ' ' ^ ""T
""^'""^' "• '"^ '"'"'•*' «-""'K« ' *»>«

can pay f... ,t the ti.ne of purchas., .... the st.en
'^^ ' *:

""'" ;'"' "'7-^''—, ...ore «oo,is t).an they
- -ult of thi. there has ari.-.. the verv .....e.-a ^u t ,

.

P"'^''*"^''^« «"'- "' time to n.eet payn.e.U. As
Tt will he ...eessarv for tl t .

"
" """' '"""''''"'' ''"'''' '" P">-"-* «^ ''«''t.*

o pay. Th.,v a., always i.. the posse!lio„ of ome .h^u T ""'"'"' ''' "^' ''""'^' ""'• P-->-
;1".-. n the sa.,.e way .'Others' Notes" a.. t ls7 .

' " '""'"""^ ^^ ""^ ^'"- -'*•'"»''-" -'-n
'"""' ^'"^"- ^^••'^^" P-»i- t" I-y us, a.. -e hel-1 i„Z ^^Z.

'""""'" ' ''"" "^""' ''^ ''''^''''

;nheP';r.:::-::!:^::^^ -.. U. e of themafterwa....spo.aof
The .i,m...e,..e between the two si.h., or the 'si, 1 .t f,

" "^ ?''"^° '"'^P-^' "^ «" »'- c-eclit side.
'"-J -<1 will always he fonn.l o„ the smallertr^di;;!*'' '

' '' "" """""^ "^ "^•--' ""^^ -

ere,iii^rJ?h;,!r;:!:;,:f rttfi:::;:;:; d^r^d
""•',

''r "' ''-^ ^^^^-^•^'^^ -^-™-^- ^^ is
If the..e is a difference the del.it side m,.st 1. t^ sm T ""

r'":"^
"' ^'""^^ ''^''"^'^^''^ -^^'ed-

on the .lehit side, and will show the amou..t of r ro 1 ou T'l"" '' " '!'""'' ""-' '""-^^ '^'^^^ '-
of closing.

""^^« outstanding, not paid, or unredeemed at the date

EXERCISE V.

TRANSACTIONS WITH OTHERS' NOTES.
Feb.

1, 190—
.

We have on hand F. Fonl's note for «^-. -.n 00 ,

8S5.50. o K.....ivedH. Hunt-s,,o,eW..Un:r:^ :!!;;;, ,;^-J;^':;;;''^;'--'"---o.o f- good, sold to hi. to-day,
«.vn,«,„ ,,ay,nent<;. (Junn-« note for §«,-..oO. 5. -Sold /o^ to A t V ""'"'"'"'''*' ^•"'" ^'- ^''-k f- 8«.l .%
note, 8r,..W.

«""'l^ t° A. B<,„d on h.s note. .Sio,, e.-F. Ford pai.l ca.sh for iii^

Find the amount of others' notes on hanH t-ok c i

en.,v wa.s oK.ai,,.!.
°" ^^""^ "". 6. -,• en,,.,,.,,,,, U,e follow,,,, . ., „„„ ,„..„,,„^, „,„^, ^,,^. ^„^^.

_^

•Thp fonstitution of C.->n,-ida

fll!!.!°
''' ,'''^'™' «'"-"'-"^"t »l"ne the ri.ht eo Ie.-i,Ia,.^^i:B~=^'^^^
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>: "'/...... .v.;

--^-_!"L.L_J
1. Mow ,,mny notes were received .luHriK '»ie week ?

2. How luu.iy of them were di.sp<jseil of?

3. irow nm,.y of them aro still on han.l ? Wi.u, i. „.e ....ount (

4. On whi.h .i,leof the a;c. will the closing entry aj.pear * Why?

EXERCISE VI.

F . S n . -v.

TRANSACTIONS WITF OTHEHS' NOTES-.cont.nued,.
eth.H. Others Noti-8 on hiui.l .< u «ii .

not.
«^

^K.e.ve„ ,.., ,. i^:;':;;'^ c::.::^'" '-
t.;r"- T; .' ' ' *"> " ^- •' ^ "" -

PInd the amount of others' notes on hand P«h i9 " " ^ '" " •""" "" '''^ ""'•- »•-'<'

EXERCISE VII.

• TRANSACTIONS WITH OUR NOTES

Find the amount of my notes outstanding Feb. 20.

Co. for ^oihIs

favor of .liio.

Rfdeenicil my

Sr. / Our NiHmi.
VKeilet-naiMl./ JULLS P.ir.^C.

CO

20

T t , h .n 100—.
I10 Ami. uf „,„ note ye,h,-u,^,l\ I v,.h

i ,

JS

V IlMllt>4t. }

BilAmt. ofmiiroteouMnuilh,,, J

^^ '*»"'. /or ,70.«/.«

alack on n c

.yiu

311)
00
00

1. How „.aay of ..„, „„^,, ^^^^ .^^^^^ ^^^.^^^^ ^^^^ ^^^^^ ^A How many of them wei-e redeemed ?

3. How many of them are .still outstanding? W),.. ; ..
4. 0.1 wlnVln .;^ f ..

^"wn^i " liat IS the amount ?
4. Onwh, hMdeof the a c will the clo.sin. entry appear? Wi.v

,

5. C..,d .he dostng entry of this a, c ever appear on the credit "side ? Whv ?



^!u2i m^:'^i'
-

EXERCISE VIII.

TBAN8AOTION8 WITH OUB NOTES Hcontlnvwd*.

Fob. 22, 19<»-. My notei ouUtan.ling, | . 23.-B..u«ht .lelivery waggon, giving n.y note in payment. 9ii
23.— Bought goo<U froH' wholcmle on my note, i3«0. 28. ~K«<lu«nied my note favor of A. Black, t .

Find the amonnt ofmy notM outatanding Feb. 28.

Jno. Smith's a/C w a recoi-d of all VHlueu that Jiio. Hmith receiven from us on a/c, or gives to us on
a/c, I.e., values that he receives or gives, without giving or receiving an equivalent value at the time.

If Jno. Smith comes into (jur store and purcliase.s 85 worth of groceries for which he pays cash, or if he
sells potatoes to us for $5, for which he takes grfx^ries of the same value, his a,c is not affecte*!. Neither
transaction has changed his relation t<j us as debtor or creditor. It is only when he receives or gives on a/o
or on credit, that his a c is affected, and so, only .such transactions should l>e recorded in his a c. It will be
notice<l that in the previous a cs with Cash, (J.xkJs, and Notes, each a c was debited with the thing received,
and credited with the thing parted with, or given out. So here we debit Jno. Smith's a/o with the value he
receives on a c, and credit his a/c with the value he gives us on a/c.

EXERCISE IX.

TRANSACTIONS WITH JNO. SMITH ON A/a

Mar. 1, 190—. He owes me Slo. •i.-SoM him 2 pair, of boots at «l.r>0, 8 . .3. -Received from him 13 lbs. butter
at l.'k-., $-—

.
4.—.Sold him 1 keg of nails, .*J. l.";. ').— Reoeive.1 from him 10 bugs of potatoes at 60c., $ ; alHo cash «10

loaned him last month. 6.—.SoU'. him dry go<xIs as ymr bill enclosed, .U9.60.

Show how the a/c stands on Mar. 6, by completing the following record. Show how the closing entry was obtained.

?)r.
\ celvM on »/( .

' JJVO. SMITH'S AlC. Valuta h»* OivM
€r.

190-

Mnr.
I

/ ; To Aint. he owes on a/c
.'

I To " received on a/c

.'f I
To " " "

', To

[

190—.
1

lo 00 i Mar. S
S 00 *i

.1 15
,

(1 5

*9 75
1

-"
- _

1

J5

- •

6' 00

~'9 75
—

1. How many amounts has Jno. Smith received on a c during the week ?

2. Why is the debt to us. Mar. 1, recorded. with values received on a/c?

3. How many amounts ha.s he given or paid us on a/c 1

4. Which side of the a/c is the greater ? What does this show ?

6. Wiiat does the difference indicate ? On which side recorded ? Why?

6. Were the credit side the greater, what would the difference indicate? On which side would it be
rec< irdefl ( Why ?

7. What does a debit closing entry of a personal a/e show 1 What does a eretlit closing entry show ?

I



EXERCISE X.
TRAN8ACTION8 WITH JNO SMITH ON A/C-,cont,nu.dX

Mar. H, 190— . Hn owv* uh i—— >u imt nlil >',. u >.:„i i i

1
l.«.l of Kv. l.HOO »«.. at 11.. ,K.r to,.. ,3. -SoM hi,.. Kn^enU'lJ i,

" ""'' *" "" " "• "' -"'«• " " He ..1.1 ...

Plnd how hii A c staadti Mar. 11

bank receive, from us, or our deposits. h.^I .-reditjl th .

'''« *^"'''' »-"« •'"'"'-! wi.h n...,.eys ,|.o

Re«ar.l..d strictly iathi.se„«, the Lli.^^.'^^^^^ «'^"" '^^ »" - ur . i„..i..wuis.

the Unk thnn we ,iep„it therein. „n,| conse.,uentlv theTrt"
'
**' "" ""'""' '^''^" """" --'' '"" "'

amount of our n.one^ still in the hank
"^"'"''"^'-^' **" ^'«'"-**"- '-'--" »'- two si.le« will .|way.s show the

withdraw „.ore „.o,.ey fron. the b.„7thHn we I e In in
"^

,
/" '''"'

r"^"
'^ '"•'^- '^ F«-"^'« ^"- "s t.!

t.. u., than it ...rrows f-ou. u,, and .o the liZ e „t '.w l^ "" '""' """> '^"'''' "'"- ""-V
we owe ,he hank, though usuallv the result Ta staT^ ^^i^

"^ '"• ''" "'^^ "^ " I---' « <'. "•" a.nount
still in the hank.

'
'

"'"'^^ '" *''*- '"^'* '«"- paraK.aj.h, the an.ount of our money
It is the privilege of the W.k manager to decide whether or n .money than he deposits, and it ia generally only meL of«^' T ""^ '"''""" ""'^- "''^"''"''^ "'"-

•Iraw their bank a/cs.
^ ^ '" '^ "' ''"''^•*'*

*'"»'»'^"'K >^>"' are thus privilege<l to over

EXERCISE XI

V„ „ m A
™""'"^'»'» »"™ ™" COMMKEC,.. B,»^ o, CANADA.

„^,
«n. ... „,„. , .,.^ „„. ,, „,. „„^,„,„^ .^^ ,^,,^^^^^^

..-.^

^^^^^ ^ _^^^^^^^^_^^

5r.

AVithdrew ,*"o I9._

M-as

ir>.'po.it«.|

tm>-__ i

Mnr. /« 7V.
**

76' To
**

/7 To
19 To

To

-^^
\

f^OMMERClAL BAXK AlC.

4

To A ml.^ of monnj on <lf/miit -

_
" "

lifnoKiltil

/Wlt,i,|r,»,iv
I Chnkn. )

lj]l Ami. of monry iiilMrawu
III/

/i;/ "

I />V Ami .,/ mow;/ „, f,„„i

1. How many deposits were made in the y>ank .luring the week 1

4. How many withdrawals?

3. How much money remains in the bank at the end of the week

!

4. Could the total withdrawals exceed the total deposits ? Why f

5. On which side of the a c will the closing entrv come J Why?
6. In what cases might the withdrawals exceed the deposits ,

7. On which side of the a/c would the f!o-,V - . u
ft ,VI . . , . ,

clo^mj; entry then come ?
O. VVhat would It show?

f



EXERCISE XII.

TRANBA0TTON8 WITH THE COMMERCIAL BANK OP CANADA loontlnuMll.

Mar. 'J4, ItM) AiiUMiiit on ili'iMmit $ '24.- l>c|K»<itc<l {"JO. 'J.V Imui'<I withilrnwal cIk'i k li)r|A(). '2A.— Di'ixtfiitiM

t4A. 'i9. lnHiufi withilrikwal ilio k for f l(N).

Find the amount on deposit Mar. 31.

KxpcniO a C r.'i-in-ilM M ex{>eiiN*>s in connectiDii with the bu.sinPHs, NUch am wageM, tax«*H, inxurance

labor ohai'^eM, fuel, li){ht, diBcountx, ami ulwayH shows a Iohm, Thfl al)<ivp-naine<i aii<l other expciiM

itetiiM riH-eivcd arn alwuys char){(*4i agaiimt, or dehiu-d in, the a c. ho that thu cloHing entry .showing; th<

amount o( loss \\ ill always Ix- fountl on the onHlit side. Should any of the chargeH against the a/c l>e not wholly

useil at the time of closing thtt I>edger, it will l>e i|uite clear that unless the a/c is cretlited for the value of the.s<

it will show II great*>r loss than has actually l)een incurretl. It i» always iiefessary iM'fore cloKiiig the a,c t<

ascertain from the inventory the value of any unu8eit or unearned charges and to credit the name in the a/c

before writing in the closing entry.

In large business estalilishments, where it in often neces.sary to know the loss arising from the variou.>

outlays mentioned alsive, an a c is openeil for each, as Wildes a/c, Taxes a/c, Insurance a c. Vju-U may

be regarde<l as a special tininch ot the broader and more comprehensive Ex[)en.se a/c, and will Ije treated in

the same manner when it Ih-ohuh - necessary for the student to record these itemH separately.

EXERCISE XIII.

TRANSACTIONS INVOLVING EXPENSE.

April 2, 190— Fail! for repairs to xliop tixtiircg $-J..'iO. '.J.— I'lijil ,*H..")<) for a «<t of liooks ; 81. .iO for piijHT ; .Vk-. for coal

oil. 3. — I'aid clerk's salai y for one week 9H. 4. —Paid for ileAiiiiiK store Sl.oO. ."i.- l'ai<l water tax for store f-J. 15.

Find the loss for the week l>y oomplctinK the folluwiii),' a/e and showing how the vlosing entry was obtained.

190-

Aprit.

EXPEJfSE A C ( Rt-tiinii Friini

VUiiui*^ Odtlayn. (Er.

J'o Ami. vf rfiiaim to ihvjj -i

To " " iiutlai/ for Kft of hookf

To . - -
'

To !

To
To

-.0

Hill-.

li't .1 1't'.itit <! tu

1. How many items of expense were incurred during the week ?

2. Which of these items might l>e sold so as to yield a return (

3. If the set of books were not tilled during the week should the a/c be credited with some part

cost? How much?

4. On which .side of the a/c .should this value l)e recordeil ?

6. Would it be wrong to charge the whole cost of the books against this week's business? Why ?

6. On which side of the a/c dors the closing entry come ! What does it show ?

7. If the set of i)ooks is valued at $6.00 on the "tli, what would \w. the loss?

8. Where sh.ould the .?G.OO be recorded ? __^ .

EXERCISE XIV.

EXPENSE ITEMS—(continued 1.

April 14, 190—. Paid expenses for week as follows : -Wages 88 ; uleaning store ijl. 50 ; stationery $2. 50 : drayage

2 tons of coal at S6 ; light T.'h;. ; Iclegrani 'iik:

Find amount of loss for week ; fuel unused \\ tons n^aX.

If the previous w -c al closing •.vuit; entiitcd with v.aluc of books S6, .shouid t,hi.=i iimount Appear in .second a,L T

On which side ?

65

•f till

»3.75j

Why :
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INTEREST
The Kfticnvlly H.-<'„,,t,H| ni.„(„n.' ..f f|„. „.„„ I„t,.r...t ,m «.«««

ti.u I.., ,,,v. Hi..i. ^100 ,r.«...p n,j *,s 1^,.;,
"'"'•" '"''^- '^ """''' •« i« ;«..

Tim term I„t..r..st in \,^,k keei.itiK •"-'<••> QMS uf mnn.. i

a.e Of money. »tMMui..evi.Ut\il,,mSn"!rl"v!rf,;'''' '"^'^J^'^P^i'* <»• received for the

r
'"' ^"'"'^"'-'^ -"- '"• ^•- '-. -. iarion. Ti ; j^^ ': '"" '"- "" > ^

<- •• .v^ *«
tmnHac,.,.,.. i. ,i..t ,1... s,u.l..n, .......iv.,! th.- Interest «n.l.m ";'"'"•""' """•'•^'-. '.^ I

Ag,M„. if the.stu.i..nt r..eiv,. «io5 now fro„. A 7", ' ''V/
r*'' "^

''7 '" Interest money.

^'i;:::r t:;
^'^ ^" -rr ••- •'-"^--=; ^r^^;::' *" '"• -- -

Autereai a C.— •A'* the iii«iiHur«< of the u^t- of n i

.n..r..,t „..,„.y ,„.i.| ,., .„,.,.,, ,„, „.. us« .,f their d ..nevT.l' .r.
"

''";'"•/''• """•'^' " '• - » r.....nl ..f «||
others for the use of our ...o,.ev lo,u.e.l to them I ... T ," ":,

""' ''' "" ' "^^ '""""y—<• f-

le

It in ilehi/H,/ with iaterest

he cost uiiil })r<H«'.HjH

..f M.ise. an.1 Kx...... „ cs, whe.. ,).« eost exeee.i, t .e prJee.! tl Iff
" "*''' "'' ''"" ^^ '" "'- --

prcK-e«la exceed the cost the .i.fference will represent . Ju,.
'^'"'' *'" '"" " '"^•^' '""' -•'-" 'he

EXERCISE XV.
TRANSACTIONS INVOLVING INTEREST.

.^priiie, .«)-, R«i...„K..i„,v ,„.,.. ..f,:n/io.. . ut a ,„os f..v.„. f v ,. .

l.t'lliu, „. , , ,
" ••-"-"MimiwMllllll .?.t.llli. I

'''.'•"-' *" ' "'"• '"-"fC. (;,... n... lH.a,i„«i,„..,..„. l.„t ov,.„l„..„-
». 6 . p..r anm,,,. f„r .^....l,.,. ti,,..., .s,..u A.m,m„„ ,..,.1, .«l.-,| .V. s •,

nolo 94W. I„„.,,.«t ,u ,m,i,..l,.i, „ 7 '
,...,. ,,„„^,„, ^,,...

'
'"*'

'" "'""""igjijuui or loM

, ^.
- 'I'.V Iltite ol

"•n*;....e«I.W. Int..r,-tH,.,. „,.,,,, i.,„
'''""•'"" •' -f''llH.ttl..,n..,„.,,,„.,,^.,

I«r ,.„„„„, .^,.„, A„„„.„t,..,..K..,|.^.„

in oIltuiliL'.l.

Jr. /rout i.r I

If M..I..-, .

;

f.VTHIiEST .1 ('

130—

.

(

Apr. u:

n
7'o Co«/ of iiili-r-H ofrcmtnoUathn

on A. Bum' .j/e

ToVoAl„/inte,fM„rtonmo<Uu'ion
on C .

( 'ijx'i note oifri/iie .

/u - - . . . :

€t.

I
'-•/

-1/"-. Is lly I',.„„,{. ,./ inl.rf,, n.rommo-
'lutmii Oil J. JunfMf „^

(10

u

^ ^

01

The .student sh(jn!(l work out f,,n I.;... ir l"~
'

.

^following ..rn. of solution :

'"^ ''"^'^'' '"^'^ '^™ "^ "'^-^ i" the al.ve ^..n^^iu^;:^,,:^
Interest on A. Boss' note, 13 i iqq-

Tlie ii.,t,. «,« drttefi Jun'y 1.1.

' Interest on C. Cox's note, 10 1 190-
Th.- ii..te was due ami |«i,l Apr. 10

'^^^*' ""'*• "'"* 'l«t«-'<l J"mA- 10
Time o{ intereHt accomn.odati,.,, = 93 days.

^'"' """' ''"* ''"" *''''' '^*-

Intw.t-onft. (ig^^^^^ - TI,onote«.iv=n.MApr.
17.

The tmie of .. .e.est aceon.mo<intio.. =83 .Uvs
Interest = 15(,x.06 x/,',.«,.55.
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DISCOUNT.

Discount is generally deHned as money allowed or deducted from a debt for payment before it is d
If tlie stu.ifut bolds H piomissory note Hj,'iiiiist J. SliDit due 6 ni(.s. hence for $100, he cannot com-
payment of this amount by Short Ix^fore the expiration of the C, moK., as tlie law does not regard the note
a debt against the maker until the day of n.aturity. If, however, J. Short has fumis with which to rede,
his note. an<] wishes to do .so now, the student should accept a less amount than «I00, or, in other wor,
should all,.»v some discount to J. Short f..r prepayment, as he will receive the use of the money so paid 1

fi mos. Ijefore it is collectible.

The <lis,-.,u„t or allowance made to Short should, of course, depend .m the value of money for lo
accomm.Kjaiion. and shoul.i be .such a sum tliat the amount i-eceived from J. Short will, during the 6 m,
before maturity, prtxhice or earn the amount so deducted or allowed, if money i.s worth (,y to the studei
he shouM therefore dethict .? i an.l accept $97. the use or l..an of which for the 6 mos. will be worth the i

deducted or iiili>«c<l to J. Short.

It will thus be seen that aUowiu,, ,nsro,nU of a debt for prepayment is really ;>f*ymj, interest vumey Jloan nccommodoltoH reo-iv^d As all such discounts or allowances may be recorded in Discount a c b'v tl

same rule that applies to Interest a/c, it is customary to record all COStS and prOCecds Of the USC ,

money, or loan accommodation, in one a c called Interest and DisCOUnt, which is debited with all inter,
money paul by um, and all discounts allowed by us for loan accommodation received, and credited with «
interest money received b,/ ns and all dhcoonts allowed to ns for loan accomiiKKiation given.

EXERCISE XVI.

TRANSACTIONS INVOLVING INTEREST AND DISCOUNT.

,«/ ^fl"!!' "'V'". •V^'T-r'-I'"' *t'^"°'r*
mn^~, atemo., m day. before maturity. Discount allowed.

5/„. $9.4H. A.n,nmt rc-ov.-.l. .¥.m.,-.>. 24. -A. Hiwker ,.ai.l l,is ^m note of -Jl;-.' 19t.-, at 1 n.o. with interest for 31 da'
ovenhie at

8j:.
Total. |201..m 25. -|-ai,l A. B. Scott & Co.s«26() invoi.o of j(o,h1s .late.l 1 3 190--, ,lue in 4 n,os., receivi;

discount of .}, on fa, o of ...voue. Auu.unt ,,ui.l, S252.2(). 26.-Pai<l .1. Smiths !«140 invoice .laled l/I 190- at 30 davnow oveiciue 3 mos. Interest charged at rale of 6% |)er annum. Amount paid. !8142.10. 28. -Prepaid my note for t4(

l^,'«^
^;;'^"» *

'i":

•-'•-' 3/ 190-. -t 4 mos.. due July 2.-,th. Discount allowed at rate of 6'
, S.5.79. Amount pai,

I39-..8., 28. -Record t.^3 cost and proceeds of interest accommodation in the above transactions, in Intereiand Discount a/c, and show how the closing entry is obtained.

ir.
ifTnst .tfv
' LoaiiN. / LYTEREST .1X1) DISCOIWT .lIC.

/Pr...>-,.,li„rv
y l..iaii!.. / Cr.

100—.

Apr.
I

-.?

"
I :.'H

'/'" A ml, altoirett J. A /«».< fo
Iiilertxt rereireil ....

r„

l!i( —

,

.'» 4S
Ajtr.

I<: tl

Bij A int. aliuwed iid Iiii A. finrhr
/or Interest ijiivii

in

30

,?/

The above items of di.scount should all be worked out by the student according to the following form .,

solution :

Discount on J. Amos' note, 10/4 190-
Tlic note was dated April 10.

The note was duo Oct. 13.

The note was i>aid .April 2.1.

Time for disct. allowance. 173 days.

Discount = 4(H) v: .0.-, .
/, j j = ^j). 4(j.

Proceeds ^ .«4()o - 9.4S = SSWV -12,

Interest on A. Barker's note, 21 2 190-
The note was dated Feb. 21.

The note was due Mar. 24.

The note was paid .April 24.

Time for interest aceoniniodation, 31 davs.

Interest = 200 < .08 x ^Vs -H-Hti.

Prucccds = S200 , S1.36-#20i.30.
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Capital a c is a record of tlje proprietor's rel.ition t„ ..,.,1 i,.f„ .

I inve.tn...n,s at the beginning, which 1 cro.lite.l in 2 1 .j ,7 '"•
l"

""'"^'*- '^ ^'"'^^^ '"^

;

s«..s.,u..„r,v with-iraw,.. ,>o,h of which are phu.,i to t iol.i;

' V Jv" ^^l [
"""

'.'""V""'
"" """^

Ka.n or .u-t loss found for ,so,ne peri.„i, usually once a vear th- „ ,

'"''^" '"" ''"""'• "'"' "'" '"•'

-.-i •..c.n.es Capital, thus increLin, he ne
' J h/ .

- 2 f"
'^

?
""-^ "''''"' "' ""' ' >^"""•^-

a...i withdrawals, thus lessening the net wortl to tlllt 'xt ';;,

' '
'" "'" '"'^ '^ "'''''' '" "'" "'"-^

This a c n,ay properly he ca!le<l l,y the proprietor's OWn Tiam» ,1
-garded as values he gives to the husi^ess

: ll !I^!n;iZ:,°- ri, iir:- ;'7" 7 '''"'': '^"^
receives tn-.n the business. As it contains infonnation concerning hKhl ;"''--'; - values he
the proprietor d.n-s not care to have known by the clerks it

Ma,„i,„. ,.n,l ,,,„,„,, ,,,,i..h

««...
... „ ,„,,„ „„.„, ..,. ,„ . .,^„„ c::;';::;: rjii,;';;;;:,:;:':,::,,::':;:, t::

^- """""

Cv.

.?';

,?/

EXERCISE XVII.

I^^VESTMENTS.
Aug. 2(1, 190—. (StiulwiC.JIatm.) routed a «lan,1 ,>., «l «• .,

for the pu„K.e of s.-..- .^eonfi^uiX; ^.t L^U T,, :2:;,^T' ^'"'T'
''\^ ''•"•^" <' *-' '-• ""•—

>
"f -.e K.r

Rnd the net wnrt.h .f !,» »„^ ., „-,
•-

'" '"' "'^'' '^"""«^"' •""" ''"»•Rnd the net worth at the end of Fair week.

Dr.

Wo~

/ I»^l.tJt at CnmniemiiiL', v

QTr.

i A ii(). To A ml. of ileht dm J. Juueg at

.,,
commeiir-inii
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Ill no
Awj.

nil nil

•-"
j

llii Anil, vfnul, inn.,I,,/
;i)

I II11 '•
/,ai,J,- „,. ..

-'"
//// " •' ;„„„/., ' ••

nil lilt

1. How much had you to invest in the business ?

2. Was this amouiit all your own ( How much did you owe?
3. What were you ready worth at the beginning ?

4. Why should this .lebt be regarded as a withdrr.wal (

5. How can you tind your net investment ?

6. How can you find y.ur net worth at closing?

7. On what corulition is your net worth at doling 8.50. as shown in the aU.ve a V

'

8. Kow was the $25 net gam obtained ?

purcha.es of g.,ds or additi.L I other as. S^^ "^ ^rl'u "' ''"" '"'""""' ""'•^-'-"
are not to be reg.r,ied as additional invest.nent Ut i „ a .r .

'

""' " "'" ' '^ "' ''"' ''"-'--
"-.t. Only when the proprietor puts into th'bu n '

' !"" ^'"'"''^"""" " ''1' "" -'.^-'l i"ves,-

d.K.shenu.kea.iditiona[inLtmel iHx ' " wT r""V""t
'"' "'"'^ "'""

'
'' -I— -ces,

b.K.l. or other value for use .n the busnll r^He.: : li::^^l 'Z^' '"\

1^ l"'
" '^ "^

la or >i!irt . *• ...l.:..l, i.- .. • .
lecenes ?l,UU(t tor a niatiiieil J. if,. I p i.

=
•-':^ •^"'- '' i't^ U-'C.N in tiif .same way. '• •- 1 'nicj-.



A withdrawal signifies cash. ^,^1^, ,„• „tl„"r values withdrawn, so that they cease to assist in ea
prohts. When the student draws .<IOO from the hank to pay for a horse and delivery waggon he d,^
withdraw trou, las capital, because the horse and waggon are still i,i the business, assisting in earning pas the ca.sh ha4 dor.e before. If, however, he takes $100 from the till an.l pays for a horse and carria-
his private use, he makes a withdrawal, as the horse and carriage cease to be a factor in the business'
assist in earning profits. Gowis taken from the store for the proj.rietor's private or family use are'
drawals, but in order to avoid too many debits in the proprietors Capital a c they are charged a^ain'
personal a/c, and t.ansferred from there t.. his Capital a/e at certain times-at the end of every montl
months, or year.

The student will fi„,l „„ ditfieulty in understanding now the closing entries of the foregoin-'
written in re.l ink, are obtaine.l, except perhaps those in the M.l.se. and Capital a cs. The closin- ent,
will be observed, is found by taking the diflFerence between the two sides of the a,c, and i.s always" rec,
on the smaller side, .so that tiie two sides then give equal totals. Th.^.se totals are ruled off by hori/..
hues which are extended across the date columns also, as .shown in the foregoing examples. These dc
horizontal lines drawn across the date and money columns indicate th/it the a/c was .settled at that pand the entries preceding the double lines need no longer l)e taken into consideration.

In the case of Mdse. a c, Expense a c, and all other i cs that show a loss or gain it wil
necessary to ascertain before closing if there are any values on hand that have been previoi
charged to the a cs. If ««, the j.resent value must l,e credited l«fore ascertaining the difference betv
the debits and credits. Thus, in th.- .Mdse. a c, on the date of closing, the total debits, or tost price of ">

Iwught .luring the week was $600 ; the total credits, or .sales during the same perio<l was only 8292 oo"
would clearly be wrong to conclude that because there was .«600 worth of go.KJs purchased, and only 8-^9
worth sold, that the difference would represent a loss of $307.50. This would be m.e in case alfthe g,
were sold, and .9292.50 were the selling price of goods which cost .?600. It will be evident that to ascer
the correct result the book-keeper must add to the credits, or sales, the value of the goods unsol.l whic
really the estimated price at which they could be sold. In this ca.se then, the cost price )>eing *60(), and
estimated selling price S672.5U, the result will l)e $72.50 gain.

When the cost price is less than the selling price there must be a gain ; when it is greater there musi
a loss. It IS worthy of notice that in any of the a Vs showing a loss or gain, a debit closing entrv alw
indicates a gam, and a credit closing entry always indicates a loss.

Before closing Expense a c ascertain what articles charged to the a/c are still on hand, and credit
a/c with the estimated value, as in the case . f Mdse. a c. In .•onsidering the foregoing Expense a,c if
coal oil were not used, it is plain that the lo.ss would not be $L'2.G5, as shown in the a c, but 50 cts 'less
$22.15. The set of books, having been used for book-keeping purposes, is of no commercial value, and s,

not regarded as value on hand. If the books were re-arded as worth $6.00 to the business at the end of
month, an.l the cal oil unu.sed, valued at 50 cts., the ac should be credited before closing as folio.
' By amount of Inventory $6.50," thus reducing the loss as shown by the closing entry to $16.15

The Capital a C shows thn-e investments amounting to $35.00, but as the student owed $10, clearly
net worth at the beginning, ..r as more generally expressed, his net investment was $25. If there has "ix

a net gain during the term, the net worth will be increase..! by that amount, Ijut if a net loss, the net wo^
will be h'ssened by that am.uint. The net gain being regar.ie.l as an a.lditional investment is recorded on 1

cre,lit side, an.l the net loss having to be met out of the existing capital and so being regarded m>
withdrawal, is ri'corded on the debit si.ie.

It will be .,uite evi.lent then, that in or.l.M- to cl.,se this Capital a c we must first find the result of t

week's work, whether there has U-on a loss or a gain, an.l recrd it on the proper side. Not having suftici.
inforra.at!on to obtain this result, we have .a-umed Ih.t! th.. business was profitable, ^lei.iing a net gain of $:
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EXERCISE XVIII.
The student will now rewrite the Capital a c on n 11 anrf pI^.- «„ ^

obtained in the following cases:-
' » c on p. n, and close according to the results

'") r.,i,.l <..,t of ^-,„„l, «... .*i.-,o. ,s,.ii,„, ,,,j,., .„ ,,,„„. ^.^^ ^
l"mt(l .«+. Ans. \.<; ..s:t(i; \.\v., «j,-..

"I «t,uM *I0
;

.ai ta^c r. : .m. fa,v .*l ;

(-) (;.HvU<.„.s, .^1.;,.; .,,1.1 f,.,.^,,^,; ,,.„^^,„ ,,i,.^.,,

• ^•"•. «.o.

*"•
: X \V, , !«iO.

'
'

"^"'^ •'"'"•'": «i""l-.v expenses «|.-,. .Ans.-\,L.,
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SUMMARY OP DEFINITIONS.
Book-keeping is a -systematic iword of business transactions kei.t l.v , i

•

know at any tin.e his financial standing.
<"i.vat...ns kept b^

,. l.us.ne.ss man so that he n,ay

A business transaction is an exchange of values i^ the .rivi,,., f .1 •

value for so„,ething eUe of equal value.
'

" " M.meth.ng ot a certain tinancial

An account ,a c is a record
:
as applied to business it is a record of business transactions

cash a/c i-* i reconl of all cash received and -ill <.nvl. r^..; 1 ^ i .

or, hand.
' ''" """'' ^''"^ '"'f' ""'' -^''""^ ''^ closing the amount of cash

A Mdse. a/c is a re-onl of all goo.ls bought or received and all g.„Kls .old and .how .t ,
1

•

,or gam. ^ "I'l. anii .now., at closing a 1i,sm

Bank a/c ix a record of all moneys dencsited in the Imiil- .,,,,1 ,n • , ,

• .hows at closing the , .unt of ...y in tl' balk
' " "^^ ^"""''•'^"' '' "'" '-'^. «-•

John Smith's a C is a record of all values .John Smith receives from „« «« « -
•

*s an equivalent value), and all values John Smith gives US On a C Id^ ! . ,

'

;

""'"'"' ^""""

5^.«es us, .,r what we owe hin..
^ * ^' '

^'""'" '" '''"'"- "'"'' J'^'"' «M.ith

; A personal a,C is a record of all values the person (whose nan.e the a c bears) receives fron, u • o,,.nd all values the pe.on g.ves to u, on ,., and shows at closing what the p^^^! 'Z:^:^

|w!'!r.;^:;i;:r^;;lt::r'«-::;;;i";::;::;'
"''"•' ——»«

i„,,!::r!7,i: z::,;:,:
" "° •""" -' -

- "•»«"•' -'^' •""'- "«• ^».' .-

The closing entry Of an a c is the amount ,wHH —he mai-r n , •

together wuh an explanation of what that amount;epr;sents.
' """ " ^'^'"^' '" '''" '"=^'-'



14

SUMMARY OF RULES.

CASH _ACCOUNT
Is debited with all ca.l. ..a hand at the ti,„.. ..f

|
Is credited with all ca.h paid out.

beKiniiiiii,', an.l all smns aft.'rwanls received. !

MD3E. ACCOUNT
I» Mu.l whl, oMt of all 8,..i, on hand „, ,i,e I, .„,„„, „i,i, ,„. proce«U ..( »i„ „„i .

JNO. SMITH'S ACCOUNT
I. M,iu..l .1,1, »ll V.I,,., he owes ,„ „ the ti,,,.

I

I, ..„,Utol will, .11 ,.i„, we owe l,i„, v ii

pays to us on ft/c.

BANK ACCOUNT
Is debited witli all money in th.- hank at the time

of beginning, and tliat after^vard.s deposited.

Is credit^l witli all withdrawals.

BILLS REC. ACCOUNT
Is debiteil with all others' notes on hand at td,. ! T i-. i •

. ., ,

fi...^ t\ I ,
"

"^'^ o" liana at the J'^ f'edited with a others' notes diann«prl nftime of beginninu: am those afterwards received
"•"<-'* aisposett Of.

Is debited with all our notes redeemed.

BILL8_PAY. ACCOUNT

Is credited with all our notes outstanding at th
tnne of l)eginnin« an.l those afte.wards issued.

REAL ESTATE ACCOUNT
Is debited with the value of real property on

hand at the time of beginning and of that after-
wards purchased.

Is credited with proceeds of sales an,l the ^..lu
of real property on hand at the time <,f closin!,'.

EXPENSE ACCOUNT
Is debited with ail expenses incurred in carrying Is credited w.th proceeds of ,l.e .,1 ,•on the business pruceeas or tlie sale ot an^

article charged to the a/c and with the value ,,f al

, ,
such articles on hand at the time of dosin-

INTEREST ANpjpiSCOUNT ACCOUNT
Is debited with all interest money accrued .,,,1 r ^v. i ^i n

due us at the time of he^inttin.. the , >

" '' "" "'""''' """"'•^- ''^•<'"-i ''"'i

cost or outlay for t J :, f , L rr"
^" " ""f ''" *'"" "' '"'^"-'"^'' "- --b-

acconnnodatu.nLeived and.nv ucl t!eof n
"' ''""" P?'""^' """' ^'" '''''

"' "'---^- ^ '<>-

or loan acconnn.Kiation "re^i^^ b .^ ZIJ^'^Z "T ''""
"i"""

'^'^'' '^"^ ^"^'' "^'^ ''—

'

for at the tin.e of closing
' ' "^ "". '?^•""^" ^VeU to others but not ye,
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CAPITAL ACCOUNT
Is del)ite,l with all debts ..f the proprieKjr at the

.„- tirrif- of l)*-gi.nuiig, suhsecjueiit withdrawals, and
; ^ th« Net Loss (if any) at the time of closing.

'^'

and the

'K-

ill! ill. the

gives or

1

Id of.

ag .'It the

ued.

llie \.ilue

• of any

1 f all

Is credited with all investments, or the
assets of the proprietor at the time of lH-«in-
""'ig, all subsequent investments a.Hl the Net
Gain (if any) at the time of closing.

A88ETg AT THE BEQINNINO
Assets at the beginning are credited in < 'apitai a e, and debited in their respective a/cs.

DEBTS ATTHEBEOmNINQ.
Debts at the beginning a,e debited in Capit,d „ c. and credited in their respective a cs.

•lied and

le siibse-

jr loan

f money

n<jt yet



CHAPTKII ir.

The following ..ualities ur. ...senliHl U, every successful accounUn.
1. Ear- stness of purpose and self-reliance.
2. Accuracy, neatness and dispatch.

Cultivate them.

:;^;;;:„'rj: * "• -
• »"- '---- --- : ;::i*::^.:;zr„:;i-::;

MISCELLANEOUS TRANSACTIONS.

u. .s;-;"*;.;:,.,rr::;:;:'7;;^,:::;'i«:;::'^,
'—^

;:rzr^fr^ =-?^'' -" '""-^ *^' «-^ °^ «-
Total » —

.

._>. - J'ai.l ca«h for stationerv an.I wrappin„ pane s-, Z, .
'

" """ "' *""•
' ^ '''^- «"«" ''t

on „,y n,.t., .m». 1 .5, I90-, 50 .lays. 3. -.S.l.l .1 ^nlT^T^ .^ *" *'"""'* ''"'" -^^ »• ^'^"" * Co.
. wholesale gruc.

fl.V.
;
co«ee sugar S.. Total f-L. Cash IL t "^

, o
"^^ S?W"'''

'^^ ''^'^
' ' "^« P"^"'- «' = «™n. su.

potatoes «2. 10 ; 10 ll..s. hut.or at 21c. Total $ . Ca'.hs.irto .k7*Ts ,- -""T
"" ""^ ' '^"^ '^""'"•» <=""' «' =

'-^ '^

147.5. Cash .a,es to-la, SMUO. 6. -R....i .... .a.sh o a ^t^'TS^i'., "p ^''1
I"

''"'"''"^"'' «""" "'*'-'
Bough gocls from A. B. Scot, * Co., whole.. . gn.er.s. o„ n,

"
to r% 8 -. .00

^":' .:''""' "^J' « -"«- *°^ --k v*o. 8
De,..s,te, .nl.a,.k§.m Sol.l A. Davs on a/c 1 hi.,. .1. J r$^£' p.^:,'''''

r'' '' ^ash sak. for week «1;
J..Ione»h,8„oteonac«15.70. 17 .-, 190-, .30davs 18 \ViTll! ."/ f

'"' ^"""""'.v « wages ?,5. 17. Rece.ve.l fr,

wholesale. „„ n.y note .?l.50. 18 T, .90-. ., '„.„, 'll-lsoM ':,,";" iy"''
" ' """*'''' ^""•'^ f"™ '^' 1^- ^-.t 4 C

Ca«h sales for week $L>04..m Pai.l erran.I .k.v's wa.es1.5 « s ,

"" '"" """^ '^-•"'' ^* '' "»-> ^ mos. 20.
22.-Pai,l rent of store for one n.onth with eheek m\o A. '^^.^t ulXZ:'::l^l^'

'" "" ^"'"P '""^ -«" »'^

2 WrcVo\%hTset' *'f
"'"

'^ ""''^'^ ^'"^ *^« *^°- transactions.
.5. Which Of these a/cs show, when closed, a loss or gain ?

EXERCISE XIX.
Write out the Capital, Mdse. an.I Expense a cs
Find the Net Gain, or Net Ws front the two latter, an.I Cos.. the Capita, a eL^es reqnlred =-Capital, ^ ,.ge : Kx.^nse. i ^.,e ; M„se..

,
,«':' "•

EesultS :-(iain frotn M.lse. $Um.m ; r.,.s front I.;x,K,nse «T{ • V Tr^ *-,l.xpense $Xi N,., (.atn «7.3.6.'5
; present Net Worth $87,3.65.

w . „ EXERCISE XX" rite ..ut all the other a,es and close each.

Lines required ; -Rmk i page ; Bills Re.- i ,«Ke r , i i „ „ ,

Be8nltS:-Casho„han.l
.? 1 1 5. 55 , Ca..h in hank.', .iv- '. o'^

'

'""-^ *'"^-
* P''^^"

^
^- I'--

1 Page
: J. Jones 1 page

A. I,avis owes U.S *.5,W.
" =

"''^'^ '""^•' •"' '"'"'' ^^'^
•
Our notes outstanding ^(K)

Note: Do not leave the Past two exercises unti^on^have ohta.ed the con-ect resnlt of ever. a/c.

1. Every transaction and amount of money is recorded in two different a csa One a/c « debited and the other credited with the amount of e!ch t^sLion.
16
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Whea he has obtained the crr.vt tvsul.s of all tl,.
etUrtes for each t,.,..etion,chec.ki.,gtluM.M,HnHexei;:.r ",;,"' *"'"" ""'' ''" '"^-^ """'•' ''-I'le
»'•• « 'il "».J it re..or.i..l o.t the debit c.f Oash a C I vi

'" """""T '"''""« "'- ^^^ ""-"t. ^.-OO
CoU...,n ju.t to the left of the .ev eo,J. ' L.L J i::" ^'''t T' "'"^

' "' "'« ''--
.the .su,ne date on the credit .-C Capital a C nnd w'il .

'
"'" "'"" "'"' " *'"0 «"" v with

on. unt.1 he has checked every atuount it? the e.xercise - l 'f
' '?

"'" •^^'"-'^ ''-^ "' "'« "-t case. „,.d ,«^
y'";: «''--- ^''•'y -y '- ».--ion, to the .:::;;.;;;;:!.,::;;:

'^'^"-^^ '• ^'•"•'^ •- - - !....„« the

this w::;pr l;:^:t:: i:\^ -.ouM t.e accounts ..r. out in

^ ''• ••''-'- -itH them will always exhil.it ZZoT ""' '^"^ ''^'"''''''•' -^ "^ -cords kept
found.t.on rule or principle of dou.l e/u.; hj^^^ke^r

''''^'' "'" ''""^ ^^^^ ""'-V ^h- tern.ed l^
n h.le selecting all the a cs ne,.essarv to record the"„hn .the prescri..d rules, the pupil has unc^.d..: ^l!: ^":'"'7T'

>''"' ^^'^'"^ ''"'" '--J"'« to-try
^^^^^^^^^ of UK.k-keeping. which should 1. "..^ f/ '"'I"'"'''"'

''''''''^^ ^^e Fundamental Principle of Double Entry Book Kin' ~T ""' '"-•""''"«. - f-Hows:-
.

fecor.led twice in the Ledger, on the de..it^of!o^ vc ai;^ ^VI*^
" ' " '"'' *''"' -''> transaction is

debtts an.l credits of the Ledger are e,ual.
'
""' "' '^'' "''^'' ^^ -'- other a c ; and that the

- The fact of e,p.al debits an.l credits enables the Ik^L- Lpak.ng what is called a Trial Balance, with tl 111 f T','
'" '"' '''^' '*'^^"'-'^--^- ^^ ^'''^ P'^ting by

,*hey are closed.
•*'"""»'"* "^ -" the a/cs after they are written, and i;fore

f
EXERCISE XXI.
TRIAL BALANCE.

:. i be pupd will now rule a sheet of bhmk naner «^, r

.

Jolun.n to the left the na.es of all the a es /e^ 0^:"; '."Ld , T^'"'
'"^"^ ^"'^ ^''^^ "' ^'^ ^^^e-

Ind the s,.,n of all the amounts just ci.ecked on theTbit "nd vl
•?"""'"' ""' '''" ^'''^''

"Z^" '- -i>'
*i.d cr.^.t colt^mns resj^ctively of the Trial Balance J. tl 1 'T''

""" *""-^''-' ^'"•'" *" ^'^ ^ebit
«b.M- a cs to the cobnnns of the Trial Balance When the T.''

"'" '''""''''• *'"' *'"=^'-^ f'""= the
«.e grand totals will be fou.td to be the sa.ne, vi. $4495 35 Tl" 1 '"f"'""^

"'' ''" ''"' ^"'"'""^ -'''e<i

J.
the debtt s,de of the a/cs has also l.en ecord^ on the cr

'

>
'

'."
I'

'""'"' *'"' ^'^"'•^' '^""^ —'^d
|.e: ..dent should always take a Trial Balance be ore cIs ..H

'

""T"
*'"-' "'"'"^ " THal Balance."

fc detected and corrected before the final resnlts a e . "^ 't","
""' ""^ ^'•''"- -' """-'"" ">ay

jually takes off a Tr.al Balance once a tnontl l: t^ ^ u'-

'" ''^"^"^ ^'^-- ^«'- ^he b..k-k..per
the accuracy of the work may be proved fVom mo th .1: '.

: ;: 1
J ^'"^^ ^"^ ^^ ^ year, so tL

^,»'" ' jc k-'Kr-i II,.. a Trialglance Book, ha»i„L. tim i»„

piik rul.d with oiif »i,|,. r..|iii,iii t,.

a«

111.- 1,. il.-.T a/,-,, and i,. th.^ ri-ht
lln..nl,„„„,welv,.pairi..rm,.n,.v

^ ;'''~- ; !'•' tli>^ 'M'iU iui.l

5*^n^iiii.. (If ..very av .lin-^Ti

S,;;.,;- ,' •''",-''"' .v." u thnj
S'l, ",""" I'lil.v III ma»:ni[ the»f>'l>- 7ri.ll ailanct's.

Form of Trial Balance, May 22, 190-.

NAMES OK LEDCKR A(CS

Cash.

Totais

IKF.MTS.

1710
\ o't I'fU.', \ /V)

f
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COMMON BOOKS OP ENTRY.
It will now be necessary to introduce some of the Ixwks umhI in ordinary business records,

preceding list of miseellan.'injs tiansu.tions repn-sfnts tlie ori','inal nn-rdof them, made at the time am
tlie onl.-r of their ocurrrn.-o, iti a l.o.,k s,mi.'tiin.'s r,ill,.,i the Day Book. Tlie list of a<-rountM in Ex*-..
XIX aii<l XX, written by the pupil from this D.iy l!o..k r.-cur.l, >oi.,titiiies the Ledger or bOOk of acCOU]

I.ErMiKR: -In this Ixx.k all transitions are prop.'i Iy elii-.-,iti.'i| jind arranged into their respec
accounts. It is to tliH U-^u^vr that the business man n-»V-rs r..r infurmaiiun rf-,'ardinj,' luiy d.-partnifii
the business, as it contains a complete summary of the bu>in.>s r.-c.id in a convenient form. The worl
writing this b.K)k of a.rounts is called posting. As we h.oe se.n, in writing Exercises xtx and xx,
posting may l)e done direetly from the original or Day U.M.k r.'. .ird.

Journal:— It luis Ixwn found, however, to save much time and labor in posting to have the transact!
so recorded as to shc.w at a glance the a c or a/cs to lie debite.l and those to 1« cre<lited. This recor
made in a IxM.k called the Journal, and the work of indicating the (h-l.its an<l credits therein is ca
journalizing.

It must not }« assumed that m.Kiern book-keeping, like the old Itnlian system from which it

developed, rc.,uires a threefold record in the Day IJook, Journal and Ledger, to secure the brief ,

comprehensive summary found in the Ledger, so ne.-es^ary to a thorough knowledge of the state of
business in detail and an economic management of the whole. It is ijuite practicable, and much I

laU.rions, to make the ori-inal rerord in Ji.urnal form, by staling the debits and credits for each transact
at the time of its occurrence, adding sutticient explanation to make the record complete. Hence the
style Day Book, which conlained a heterogeneous mass of i)u>iness rei,..rds, has passed OUt of USe, f

the Ih) .k of oi i-inal entry is now some form of Journal, sonieiimes c.dlcd Journal Dav Jio..k, from which
posting is done direcily to the Ledger. Other Ixmks of original entrv which the pupil will meet with la

on, such us Cash Book, Sales Book, Invoice Book, BiU Book, will i,e foun.l to do duty for
Journal, and n.ay properly be entitled to the preti.x Joumal, such as Joumal Cash Book, Joumal Sa
Book. The entries in all these huter books are .so written that the posting may be done directK- fr
them, thus enabling the book keeper to obtain a complete record of the business with the least possible lal
Any transaction so recorded in tiiese books does not appear in the n^'ular Journal.

SPECIMEN DAY BOOK ENTRIES.

.,.'j

Th<»^f iifiiciDal r>-C(>rdi iiuiv ]>f

writtfii in .(..iirnal t.-rin wUli -^um :

«i«'iit i-xinaiirttl'iri inlil.><l lo mvi: a j

-'toml writing in tli.- Journal.

'"if (i'</of{tttrs

:

—
CttsU tni hand ........
GoimIm in stock •----...

"" • •"I'lin III 111'- tfuuriiHi. ~
, .

|.S»-e t'niri.-rt for same in siM'Cimen i.f 7 j r-»
Journal Day h/.ok, i.a«.- lit ) 1 O0l(l *. 1 . JJni'lfi OH- a ('

—

/.t /; .. I'..,. .1ft Ihn. iUtltf r

/i Ihn, T* (t

Thin shows ihe iib.ivc i-ntrv nt
rei-ordtid in a njriibtr .-^il.-, lt.M.k
ThouEh an urii;iiml cmrv ii is

.I'turnjilixid lea-iv f'lr j«.«iin»i A
I>avi8 and all other |nirclia-"r!s
I'eing debited.
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SPECIMEN JOURNAL ENTRIES.

London. May I, I'JO -.

Cash Dr.
Mdse. Dr.

li. Davis Ur.i

Expeitse Dr.

Mdae. Dr.

To Capifal

To jttds'f.

To basil •

To Cash '

'•110
\ IMI

,'IHt ! iMi

4>K> ()0

Snii ,„)
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SPECIMEN JOURNAL DAY BOOK ENTRIES.
(I'oliiWulUK til.' r.-..,r.l« ..f ||„, ,,„ ,.r,.,„||n^ lK«,k. )

London. .Uni/ J, 190~.

Jotirtiitl Riirri<-i

Can),
Mdse.

Rxplanatarjr Iiitrirr
1.. K

Ini'tatmriitg

To ('(iiiital

r>.i.it«.

,''00
1 00

rr.-.iit»

300

• I. Davis

To . Udsr.

E.vftense

Mtlse.^

to Ihf. BitUrr jor.

i huxm SwluK 'lOr,

'> Ilia. Ten J,Oc
Ml lliH. S\iijnr o.'ic.

.'. oo
J.OO
J.IHI

,'..'iO

To Cash

To Cash

Stationery, Wr<ij>/>i,„/ P,ipn-

Cash
To .Vdse.

hin.ii; Iif Oootlti J/.',/l!to

A. n. Scott.id..

Cash Sales

400

/.v

00

.'.(l

III)

00

'//;

IHt

.','"1 llO

/>
i 60

.f.Muual, shouM show the particularn of every item
'''""-' '" """^ "^ "">• ^'^PUted a/c, the bcn.k of origi„al .Mt.y, the

i-^ae! :;: fir^^-
'- ^-'^ '- -^^ '-°'" - -^ "-^^ •- -^A^ - to the exp,a„ato:^ entry. . the .T ,.a entry

. ,:;r:: l^^;::^:::^:^;:::^'::::;'^^^^ -'"•-•"-' - ^-^ '--ce, or it...., .ate.e„t«
r.,, Hired particulars ascertained therefrom.

'
'''*'" "^ ^"^' '"'"''''• ^' '^^x ^"^^^dily be referral to, an.l

•
The explanatory entry "Cash S.le. " i. ..ffieient in recording «ood« paid for at the ti.e of .le.

EXERCISE XXII.
ORAL EXERCISES IN JOURNAUZINO

-a i.y ea.. n .ranravtiuii m the exerci«e.s. iiaminLr the ri«l.if. „..,i ._-j:.. .v
'

.

foil' ,ving :

—

state what n ,.u „j.p

,
natning the debits and credits in each case according to the
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EXAMPLE BXBRCI8B III.

iVIi. ,\ M»1mc. a a in lithiled #4itO, Iwi'iiuw /Ac ./...,./. a/v <,« A.i,,./ ,1/ //.^ Uijinmrnj. Cnpital a o in trrilUnl MK> ) !>rauii«

'jxnia uy iiiivtf'il itT yirm to tlir liu-iiiisx, 5. Ciitli ii c it tl,l,it^,l ^'i*!, Immuiihu c(mA u rrcrivnl. Mil««-. ttr in rrnlitfd $i

iHoaii-i! //'- ;/ Iturftn/il. 5. — A. L'<>xtt,c in ilrhitnl ^iO..'>0, becauie ht rrerirti viluo on a u. M(l«'. a i* erniited |IO.i

The persona or firms nii'iving value on »/(-,

Hiid all valnes received,

>uv DEBITED
ill their roapective a/cH.

The persons or firms giving »» \i\\u<- on u/t

,

and all values parted with,

are CREDITED
in their reupcctive a/ua.

EXERCISE XXIII.

WRITTEN KXERCISBS IN JOURNALIZING.

Tlie pupil will now turn to the Journal ruling of his Conimfreial Blank Book, and u.xing tlus speoini

Journal as a niixlel, will write a Journal for e«ih exercise of Chiipter 1, or, as iimiiy as may he f«u

necpssaiy to familiarize him with tlic work, .separating the work of oim exercise from that of the next 1>\

blank space anil double horizontal lines across the page, as in the following example.

BXAMPLB-BXERCISa III.

^Vdse
To Ciipital

Cash
ToMdse.

A. Co
\o Mdse.

M(Ue
To Cash

fHoch of ijiMili iiireitnl

Ctuih KalfH

(hi a/c

EXERCISE IV.

Iiivotef 0/ yoods hought from w/iolemie

for caiih

ion

III

m

J40 'ID

41)0

III

01

tK

2il)
i

III.

Oiisp.RVATiov :— The a C to be debited is always written firsc tO the left of the space ami tl

a c to be credited is written cm the next line to the right.

EXERCISE XXIV.

JOURNALIZING INVESTMENTS.

1. .lournallze investments of June 1st, Si't 1 ; July 1st, Set 2; and Aug. l«t. Set 3.

•2. J. Smith iK-giUi Lusiness with stoek of lt<wit« and sliocs, StyiO. Cash in hank, .«I.tOO. Cash in till, $.50. Fixtures wo-
i*l.'>0 He owe.s Anns, Huldi-n fi Ci>. , wlinlcsale l«K>t and slir)e deaU'is, .'S-24(l.

3 (St...Mit>N..n,|.) reueivi'3^2,(K)(» from liis father to start in l.usincss. He buys a stmk of grof-eries for $1,600. Fixtur
foi .$.")ii. Horse and delivery waggon .^l.'iO He puts .§1(10 in the hank and open.s store with the Imlance in till.

4 (st.,.i.-,.f, v.m,) invest.'* cash .«()ft<X and a note again-t Wm. .loms for .*-_'(Ht, without intoirst, due in .T months, value<l

Sl!14. Hi' takes SIO fiom the till and donates it to the (Jeneral Hospital. He receives a legaey of S!1,(J<J0 from his unch
estate wliiuli lie invests in a stixk of Dry (ioods.

5. Win. Bla< k logins business with cash in the bank $600 ; a farm valued at |5,000 ; a note against R. (ireen for $50
due ill one month on wiiiuh ^20 interest lias accrued.
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POSTING FROM THE JOURNAL.

By exiiiniuing the specimen Ledger it will lie noticed that the luliiii,' of the a <s is somewliat dirt'erent

from that of Chapter T, the explanatory columns heing inucli narrower, an.l the two sides of tiie n c ocnipyiiij;

one page instead of two. The student must now learn to c.mtraet his hed-er entries, using oidy one or two

words,°which will have all the .significance to him of the entries he has hitherto written at l.-ngth. One of

these is the intrmluetory word "To" <-•• "By," followed hy the name of the Other ac in which the

transaction is recorded. S*)me book-keepers carry the contraction still further, and write nothing hut the

date and amount (.f the transaction, leaving the explanatory column entirely l.h.nk : and where, by ,s<. doing,

the meaning can be readily interpreted, this is allowable, but for the present the student is advised to write

at least the name of the other a/c affected.

Thus, in posting the first Journal entry "Cash Dr. To Capital 8r)00." the debit entry in Ca-h ac

is "To Capital $500," "Capital" lieing the credited ac; and the credit eiitry in Capital is

"By Cash $500," "Ca^h" being the <lebited a/c. The se.cmd Journal entry is posted in ISld-e. a <

as follows;- "To'Capital $300"; and in Capital a'e "By Mdse. $300"; and so on with tiie others.

OPENING THE LEDGER.

Turning to the Ledger ruling of his Commercial Blank Rook the student will open the a os as follows :—

Write the ttime (.f the first a,e. Capital, in the middle of the page, on the blue line above the double head-

line. On the same line write the terms Dr., Cr., to the left and right of the page respectively. As tl i. a c

includes four entri.'s it will be made a 1 jiage a c. Count si.N clear spaces below the headline, and at tl oottom

<jf the last space draw a double liorizontal line across the page, except the debit date columns and tlie cred^"

money columns. One space below this draw a similar double horizontal line of the .same length. In t)as

space write the name of tlie next a c, Expense. As this will also be a
I
pag<; a e, eouut sis char rpaeer-, at

the bottom of which rule as befora lu tlie space thus made write the name of the next a/c, Mdse. This
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a/c being a ^ page a/c will require the remainder of the paj^e. Open the remaining a/cs in the sjinie wjiy in

tiie foUowiiiK order:—Bank, Bills Receivable, i page each; Cash, i page; Bills Payable, A. Davis,

J. Jones, Loss and Gain, I
page each.

PoaxiNrj ;—Beginning now with the first Journal entry, enter it in Cash and Capital a cs as indicate*! in

the preceding paragraph, and so on till every Journal entry is recorded in the I-edger a cs indicated.

Note. Before making any entries in the Ledger write ttic name of each a/c, with the page on whiih it is fontid, in the

Loljier Index. This will furnish a ready rofeiei '* to any a/u, l)esides avoiding the ojM-ning of two a/cs for the same p<Tson,

which sometimes leads to troublesome nii«f,!:'s Tl''; .itme of the year, 190—, should be written at the top of the <hite

column before inakiiig the tirst entry on e. i. r side.

INDE .N'i JOURNAL AND LEDGER ENTRIES.

The narrow column to the left oi ih • ni' n v cciuiiins in Ixitli the Journal and the Ledger is iiii index

column. When any item is posted enter the page of tho Journal record in the index coluiiiti of the I^'dger

a c ; and at the same time enter the page of the I.<Mlger a c in which it is posted in the index column of the

Journal. 'See indexing in specimen Journal and Ledger.

)

CLOSING THE LEDGER.

Although the student will be called upon to close his Ledger at the end of every set, including only one

month'.s business or les.s, he must bear in mind that in actual business this is done only at certain iiiiportimt

epochs, such as selling out the business, the admission of a partner, or the close of the financial

year.

The preceding Ledger is closed on May 22 presumably to show the Net Worth uf the business at the

end of the Hnancial year. This result is ascertained, as the student has already learned in Chapter !, by

finding the Net Gain or Net Loss and transferring it to the Capital a,c.

Mdse. a c shows a gain of $106.65, and Expense a c .shows a loss »f §33. Heretofore the student has

obtained the net result of these " Loss and (Jain" a cs and cairied it direct to the ('a])ital a/c. It will now

l)e necessary to make a systematic record of los.ses and gains in the "LoSS and Gain a C."
< 'lo.se Mdse. a c

in red ink thus, " To LoSS and Gain," and Expense a/c "By LoSS and Gain"; •' Li'K.f nil'/ Gain"

indicating the a c to which these closing entries are to \>e transferred. *Bring down the totals and rule

double red ink lines below these amounts, acro.ss both money and date columns. (See Mdse. and

Expense a cs in specimen Ledger.)

Transfer to the credit side of Loss and Gain a/c the debit closing entry of Mdse. a/c, $106.05, thus,

"By Mdse. $106.66." Transfer the credit closing entry of Expense a/c, .$33.0(1. to the debit side, thus,

"To Expense $33.00," " Mdsf." and ''Expense'' itidicatiiig the a cs from which these items were

transferred. Index each entry in the Vjohh and Gain a/c with the page of the Mdse. or Expense a c from

which it was transferred. The difference between these two amounts $73.05 will l)e the Net Gain, and

must be entered on the deVjit .side to balance the a c. Clo.se the a/c by writing in re<l ink "To Capital

$73.65," " Capital " indicating the a/c to which this amount is to l)e transferred. Bring down the equal

totals and rule double horizontal lines lx?low the amounts.

Transfer this Net Gain from the debit side of " Ix).ss and Gain" a c to the credit side of Capital a/c,

thu-s, "By Loss and Gain $73.65." The difference between the two sides of Capital a/c now $873.65,

shows the Net Worth at the close of the year, which is represented by the entry in red ink, " To Balance

$873.65." Bring down the equal totals and rule as in the other a/cs.

All other a cs in the Ledger not showing a loss or gain are closed "To Balance," or "By Balance."

These "balanwn" should be fully interpreted according to the closing entries written in full in Extrcise xix.

It will be found that all "By Balances" denote some value on hand, or owing to us which can

be eoMvf-rted into money, and a" 'l'-' I'a'au:'^" denote del>t= owing by u- Th<- former .ire called

Resources or Assets, and the latter Liabilities.

* .Manv bookkeeper* omit totals in cloaing the Ledger.



TWO CLASSES OP LEDGER A/OS.
It will thus lie seen that the l^d«er h cs are ,livide<l into two classes ;

1. Those showing losses and gains are calle.i representative a cs.

2. Those showing assets and liabilities are called real a/cs.

to CWal'T''"r'"
' ," """^^/';^"^-« '- ''«-d '"><! t'- results carried through the " Loss and Oain " a/cto Capita a c as shown alH,ve. It .s not neces.sary, however, to close the real a/cs as they simply show theB.set« and debts of which the Net Worth is composed. If it is desired to open a nZ 4' ^ I L1'thea/csa«ew.„ the .„,«./«/,«., the balances should .m, entere.l in red ink, the totals brou^t bwn andn^ed off. and the balances carried forward to the opp<,site side of the new a.c, as indicated in L 4: i,: n

t^I al T T T: :
""" ^""''""^'

'" '''' ^^"'^ "^ ^^'^ "'• "»- •-^"- -^''-"g. -^1 '-y -akin, a

Stlltr
" '""" ''''''"' '"''''"-' •" '''^ "*^^^- ^^-^^ '^ ''^" '- P-vedthaf'the Ledger is still

old
^'

t' tl!"
''"'' '"• f''*^ ^'''^' ''"''"'"'• ""' •*" "abilities (To Balances), are transferred fron. the

^ir ^'^?p^: :

"

''" ""^'

" ^'^ ^p""""' '^''«^'-' ^^^ ' "-^ -^ ^^pp^-- ^'-t the gains ^losses are snnilarly treated.
8»iua '""i

It will be seen, however, that in transferring the Net Worth (To Balance) .^873.65 fron, the ol.lCapital a., to the new all los.ses and gains were carried to the new ledgl in this aniount, as Ih Net Qa n.s.ncluded therein. Consequently the new ledger as opene.l. is a correct statement of all ac/s in tl 'dand will be found to be in balance.
' '

PROOF OP ACCURACY.
If all the ledger a/cs are correct, the Xet Worth already shown in the clo.scl Capital a/c can 1h- obtained

a/ts (se. Statement 1). The two following statements will illustrate how the double entry system of lxx>kkeeping furnishes a proof oj accuracy by a comparison of the results obtained from the two Jlasses of a cs

I. Statement of Assets and Liabilities.

(Ohtal>it.(l from thf n-iil j4/ch i

Regourctn

:

—
CoKh, Amount on ham/
Bank. A mount in hank
Bilh Her. N(itf.t on hand -

A. Dams. Balance due un

Total . . .

Liabilitiex —
BilU Pay. Our uoteK nutxlandimi

P. X. Worth
'

U',73

KOn
S7.i

(10

'jti

20

Oil

6.5

1117.1 6V5

II. Statement of Losses and Gains.
(Obfjitii.-il frcim th.- rfi.reai-nt.ilivf avii.)

Gain from ^f^/.^..

Loss from Ex/irnee

Set Oain

S'H Investment. {Shtixni in Cap. ajr.)
Net Gain

P. -V. u;,rth

l<n; 0;,

.13 00

7.1

SOO

&v;

00
73 «.;

S73 ii.'i

1

—
To the Student.—When you can record

* iif • .. I , ,
- accurately an.l without assistance the business transactionsfor May in the b-oks of entry as explained in this Chapter, can close the representative a cs a Jm ke

"

financial sutement on May 22, you are in a position to pass on to Chapter Ill'and write the book foT JuneJuly, and August, and make out financial statements at the end of each month, the same as an exp iencedaccountan does at the end of every financial year in a large business office. Do not leave C^hJJlJ "r nyou have thoroughly mastered it. Make the following summary your o^m,.



SUMMARY CHAPTER II.

1. The fundamental principle of double entry book-keeninff i. n,.. f, t .1 ,

.lifferent a/.s in the Udger, , the .lel.it s of ..,7. a,wf ,T .

"'"'" •""'^••""•" '" "•""'l-l i" l»..

of the Ledger are equal.
' "" ' "" ""' ""'" "'''' "' ""• '"-• -"' """ "- ''"ims an.l ere.li.s

^^^3.
The Journal i. a ..K>k i,. «hiei, the ,nu,sae,i„„s are , .,r.U.,. ., ..,„ ,,, ,„ .,, , .., ,„ ,^, ,,,,.„,, ^,, ^^^^^^^^^ ^_^

4. The Ledger -r W.>k ..f a/es, ,« the l.,.,k „ whi.h all tnu,sa,.,ions are ..la,>„ie.l a„.l arrange.l ,n ,he,r re., „ve ayes.

5. LossandOaina/C i«areeor.lof all lossesaml all k'ains for leeri.iit. t„.H,«l ,,,1 i i , , , .
Net L«s« for that ..ri.Kl. It is dehite.l with losses an.l ertli ,1 wi ,

'
'

,

^'"'." "^

"'T.' l'"^'"'
"" -^''

' '"" "^

a/e, Bhowi„g a gain or loss, an.l it«elf closes into ( apital.
' ' '"' " '

""" "''"'' "'" ^'"^''' "' '-'«-

6. By Assets we n.ea,, all values in -un ,,.,.s..ss,o„ or „„ ing ,o ,.s «hi,.h can l.e eonverte.l in... nmnev.
7. Hv Liabilities «.• mean ...ir ilel.ts.

Note : —By knowing a business Mian's resoiiriis iiwl liuL.lifi.... ,.

"'• <""" • >- •"'
" •' "» .»"-.« '-..:::'~ :r;,;;^r:;:,~r; :;:: ;;;:„zi

•" -- -
8. Assets usually . ..nsisl .if :_

(«) Cash on hand, sho« ri in the Cash a/e.

(h) Cash in the bank, shown in the Bank a/e.

(<•) Others' notes .)n hand, shown in ;lie Bills Ree. a/e.

((/) A/os collectible, sh.iwri in the personal a/cs

(e) (Joods in slock, asccrtaine.l by taking st,.ck and shown in the St..<k or Inventory Hook.
in Real estate, ascertaine.l by valuation of I!,..l |M..,,erty a.,.1 sh.nvn in the Invent, v lio.ik

(7) All other articles, chattels an,l unu<,.,l v.dues wln.h .nay be disposed of for tnonev, ascertan.c.l by valuationand sh.)wn ni the Inventory Book. * •""'"'""

9. Liabilities consist ..f :
~

Debts on a/c, shown in the personal a/cs.

Debts on note, shown in the Bills Payable a/c.

10. Real a/cs are those which show an asset .,r liability and are cl.,8e<l " To Balance " or " By Balance" :-
" To Balance " in.licating a liability.

By Balance" indicating an asset.

and^OaiV'"'""****'*
"''' "' "'"" "'"''' ^'"" """ " «'"' ""^ "" "^"'"'^ '"^^ ^'"«' »°d Oain"..r "By Loss

"To Loss and Gain" in.licating a gain,

" By Loss and Oain " indicating a loss.

»he cre,S°SleT'"
^' ''"'"^ '"''^"' **^' '""' '^"'*' '" *"""'' "" ''" ^^^^ "«*« ""' l*'^^" '""' *«««»« "- f"'"'-' -



CHAPTKK III.

INVOICES, BILL8. STATEMENTS OP AC.

A detailed statement given by a whuicsale dealer to a retail dealer, showing the quantity and price of

goods sold to the latter, is called an InVOice ; that given by a retail dealer to a consumer is called a Bill.

A Bill, however, may be deKned as any statement given by a creditor to his debtor, containing
particulars of the charge, whether for giKjds sold or services rendered. When a bill or invoice lias "Paid"
or words of similar imp)rt marked thereon, followed by the signature of the creditor, it becomes a receipted
bill or receipt in the iiands of the debtor.

Writing in Wholesale OfSce. Invoices are written by the Invoice Clerk either from the buyer's or
travelLr's order, or from the packer's list. In either case the items of the invoices are previously checked by
the shipper in the shipping room as the gootls are packed for shipment. They are then returned to the office

to 1)6 mailed by the lxx)k-keef>er.

The following is a copy of A. B. Scott A- Co.'s $400 Invoice of May 2, 190—.

A. B. Scott & Co.
WHOLESALE GROCERS

.1

Importers OF 1 Jw./A\^

Agents Fok

LEON SPICE MILL PRODUCTS

TEA, COFFEE
EXTRACTS

BAKINO POWDER
CREAH TARTAR

nUSTARD
SOAP, ETC

GRAND
nOQUL GOODS

'

TERMS :—Canned Goods of all hlnda. \ „
Teas, Spices and General Goods, f

^ Mas. Less 3 , 30 Days.

Syrups, Sugars.
Dried Fruits.

Grand Mogul Goods. j

Lard, Cheese, Oatmeal. Produce of all kinds. Met Cash.

30 Days, or 1 for Cash in 70 days.

'^f^ju/c^n, € 1^1, ^^1 2
.

1 90

Earnest Sxudent,

Collegetown.

'10 Bbls. St. L. Gr. Sugar,

30 dya.

I%10dy8

33.3-21 ; 41fi-2(5

32:)-L'y.; 297-19:

378-18; 324-10:

306-20; 400-19;

408-20; 388-18; i

Total 3<)7(J-20« = 3470 lhs.3.8o' 131 m
10 Bbls. No. 2 Yel . Sugar,

284- 1 (J; 300-1;"); 288-1(5; 3KMH;
309-19; 324-16: 31«)-1«; 307-17;

3(J0-20 ; 3 1 2- 1 :> : To t a 1 31 4(5- 1m = 2980 ll)s. 3 . 20

3 roos 1010

10

3%30dy8.lio

Net
i _

Cash.
I

''

Cases Pure Food Com, 20 doz
" H Beans, 20 doz
M ti Peas, 20 doz

.80:
I

,821;

9.-) 3H 227

17 00

IT) 00

Ki r)0 48
1

00

Sacks Patua Rice lOOO-HJ 984 ib.o. .04J 44 '28

Cases Malt Breakfast Food, 10 do2.4.00| 40 !oOi

I- Tillson's Oats, 10 doz. 4.00: 40 joo 124

400

50

28

00

nmomiRT this imvoiom SHOwina ^ArntmHT mr norm.
28

See Statement, page 33,
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Shipping Bill.—A Shipping Bill showinj,' the niiinlj^'r of l)oxp.s or packages, with the weight of encli, is

iiiHile out by '''e packer or clerk in the 8hi|>piiig nxun for the sigiiatuie of the Trans|M)rt»tloii Co. uiiiI*t-

takiiig to ciiri . the gtnxJs to their destination. Tht'se bills may l)e iiwule out at the Freight OHii'e of the

Co. when tlie gfxxls are given into its jMj.sscssion, aiul ai'o usually niaiie out in diiplioit*-, one copy Ijeing

retained by the Transportation Co., and the other retained by the Wholesale Hou.se, or mailed to the

purchaser as .soon as the gfxKls are forwarded.

The following is a copy of the Shipping Bill made in duplicate at A. B. Scott ik Co. 's shipping room

and taken by the carter to the freight depot with the gcMKls. Form (2) signed by A. B. Scott it Co. is

retained by the Railway Co., from which to make out a way bill to accompany the gotxis and which is

recorded in the books of the Freight Office. Form (1 ) i.s sigiie<l by the agent of tlie Railway Co. and returned

to the wholesale office either to be retained as a receipt for the g(X)ds or forwarded to the purchaser.

{Shipping Bill.)

(1) GRAND TRUNK RAILWAY SYSTEM <bk as,

Tbis Company will not be responsible for Ooods mis-sent. If they are conalsned elsewhere than to a
station on lu Eailway. Rates, weights and quantities entered on Receipts or Shipplnx Notes are not
binding on the Company, and will not be aoknowledted. All Ooods going to or coming (Tom any place out
of Canada will be subject to Customs' Charges, tec.

BINDER FOUO.

London,

RECEIVED from A. B. Scott ft Co.

Date, May 3, 190

the undermentioned Prope.-ty,

apparent good order, addressed to Earnest Student,

CoUegetown.

to be sent by the said Company subject to the terms and conditions stated above, and to those upon the other side of
this shipping receipt, and to the terms and conditions of the current classification of freight and tariff, all of which
are agreed to by the shipping note, delivered to the Company at the time of giving this receipt therefor, as a special

contract in respect of said property. car no. and initial

Rates to and from Cartage points are subject to an additional charge at either I

or both ends ofU cents per 100 lbs. on freight classifying 1st to 4th. and 1 cent on i

Sth Class fteight, when carted by the Railway Company. i

A Charge of not less than $1.00 per car per day, or fraction thereof, will be
\

made when cars are delayed beyond 48 hours in loading or unloading. i _

No. OF Packaoiu, Sfsciks op Ooiidh, ba'd to bk. Markd.

10

10

30

10

10

Bbls. Gran. Sugar

Yel .

Cases Canned Goods

« Br Foods

Sacks Rice

yi AXTITT OR WlClrillT

Lbh., said TU HK.

Back
ClIAROBI.

3470

3150

2000

700

1000

Attention is called to the spodal contract above mentioned in print.

AGENT. ar.R.



;«)

(2.)

(Sliipplnff Hill.)

GRAND TRUNK RAILWAY SYSTEM (Bk. 68)

^°"'^°"'
Date. May 3, ^^ ,

THE GRAND TRUNK RAILWAY COMPANY OF CANADA will please receive the undermentioned

Property in apparent good order, address- d to Earnest Student,

Col lege town, G.T.R.

to be given forkd property! .nd*k,^l%~cUltoTt?ac?m?e^4l^^..*^^^^^^^^^ " ">« ""'^ "P°° '""'=»' '^ ^"^'Pt isto be given for said property, and 'as a special contract in Vesp^t'thereoT

n, h^t^'l^H^' ??? ^'^°P Cartage points ar« subject to an additional charea at elthur

CAR NO AND INITIAL

10

10

30

10

10

N". OK PacKAOKS, SPEllKH OF UCXIIlll, SAID TO BF,.

Bble. Grail. Sugar

Yel .

IIarxh.

Cases Canned Goods

Br. Foods

Sacks Rice
Attention is caUed to tbe special contract above mentioned in print

yi AUTITY UR WkiiIHT,
Lm., MAID TO KK.

3470

3150

2000

Hack
ClIAK-lKN.

700

1000

A. B. Scott 4 Co
CONSIGNOR.

DELIVERY AT DESTINATION. On the purchaser paying the freight charge and signing the
Rece.pt Book ot the I ransportation Co., the agent of fh. Co. receipts ,he freight bill an.l deliver.^ ,t with thegoods to the owner. In towns and cities, licensed carters usually take all consignments of freight as they
arrive for the various ineivhants, paying freight charges thereon, oi.taining the receipte.l hills from the Coand then collectn.g the amounts so paid from the merchants when .leliverv is made at their places of business'
1.1 large husmess establishments where goods are constantly arriving, settlement of freight charges is usually
made with the Railway Cos. only at certain times, generally once a week. The freight bills are filed when
received trom the cuter and checked with the itemized statement presented by the Co. at theen.lof ,he
week, before payment is made.

The following is a copy of the Freight Hill or Advice made out in duplicate by the Railway agent at
Collc^^etu«n into.Miing SimJent of the arrival of the go-nls and stating charges due thereon. Form (1,winch was forwaivled to Student must be presented by him to the Co.'s agent when the goods are
r.'MUire<l, and when signed by the agent becomes Student's receipt for the payment of the freight char-es

.

,"•
-

' • "^ '^"^ '' r^^°^nvii by tnc agent as hi.s receipt lur the delivery of the goods. Both
receipts are, of course, carefully tiled by the parties receiving them.
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CONSIGNEE AND DESTINATION

Earnest Student,

Collegetown,

Ont.

for transporting the undermentioned Freight billed from

31

Collegetown Station ^^y 6, 190

In Pro, No Customs Report No. Sheet No

To the GRAND TRUNK RAILWAY SYSTEM Dr.

London, Ont

Date of W. B W.B.No, Out. Pro. No Car No. Initial.

Serwler

A. B.

Scott

4 Co.

No. of

Pkit«.

10

10

:}()

10

AKTICI.ES Wfi^tht

Bble. Gran. Sugar

" Yel . H

Cases Canned Goods

M Br. Foods

Ratf
|| Net FreiKlj' A(I»»ii<mi T..liil

:{470 10c. I

Date.

10 Sacks Ricfe

190

:J1.")0

2000

700

' 1000

:Jj47

oo'

70

1 00

Received Payment,

lo:5i>

Agent.

^11 Cheques to be Accepted by Bank and made Payable to Crapd TrunK Railway Systeni, unless Charges are Paid to Cartage Agent.

Q

n

s

c

o

o

a
(A

CC.SIGNEE AND DESTINATION

Earnest Student,

Col legetown,

Ont.

Collegetown Station ^^y 6, 190

In Pro. No Customs Report No, Sheet No

Received of he GRAND TRUNK RAILWAY SYSTEM

the following described property in good order from London, Ont.

Date of W. B W. B, No, Out Pro, No. -Car No, Initial

.Sender i

! Nn. ot

Pku's. ARTICLES

A, B.
i
10 Bbls. Gran. Sugar

Scott I 10 M Yel

.

(4 Co.
I

oO Cases Canned Goods

I

10 H Br. Foods

!

'0 Sacks Rice

Wefitht Kate .Net ^rei^'hl Ailmnees
|j Total

:{470 lOe. :{47

:?i.-)0
'

:5ir)

I'OOO L'OO

700 70

1000 100 1 (»:!•_'

Receiver's
i

Signature \

ii.cLf-tr-c} ^ Oiutle ni

yfla y, Jtk-f /'
190..

'^.^..^.
Delivered by

Per .Z^'^:''^^^"-

iK
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Checking by Ptirchaser. As the goo<l8 are being unpacked tl.ey are checked off the retail dealer'n
copy of the .nvo.ce, and, .f satisfactory as to .,uality an.l price, are then tickeU,.! and markwl with his privatecost mark and the seihng price, after which they are passed into sfjck.

Filing Invoices. All invoices should be carefully Hied or record^nl in some VxKjk. in order to show theamount o goods purchased for any per.o<l of tin.e. In case of fire where the stock ha.^ not be..„ ^ r^rconsKierable tnne .t fre<,uently happens that the Invoice Book and the Sales B<K,k are the only p^.ssiblesources from wh.ch the Insurance (.'os. can obtain satisfactory evidence of the merchant's claim fo iL^^cl

o?t s'.lXr''"" '"^"'^^ ^' ''"' '"''' '^' '-' '"''^ '"^^ ^'l"'^'^-" ^' P-- ^»'«^^^
DiBCOUntS Different cl«usses of goods are subject to different terms of payment, according to the termson which the wholesale dealer buys them from the , tnufacturer. Thus, in A B sJ,tt & Co s «!o< I

of May 2 (see page 28) the sugars are due in 30 days from the date of .;.le ifpa^Cn i^rfe/red3th.s due date, the mvo.ce price is subject to interest for the time overdue. 1^ Jn jn dav» i.Xl 7Tfpa.d at or More the expiration of 10 days, a discount of 1% is allowed off thl^ !.t'^p\ e Tl e
1'

marked "3 mOS." are not due until 3 mos. from the date of the inv,.i,.p Tf ,.. . j i 1 ,

^

oome preter to renut the Cash for each invoice direct to the wholesale ho..<,« w».ii<. „fi. r

^"aM".

they TOuld be enlitled at the doe d.te of the n„l. n,kZ
f"'"^'- 'r^' tjie discount, to which

.«h viri. fo, th. ,^. p„„h.^, „„ the ;JL°:St. uirz'ZJSC: ,:?;'rs!°
'"""« °"

.,tb the de„„» o, cu««„.„ i„ thi, ^^,. .„d to .™ge to. „tt,c™ttZc:^^ t.!:::;!'^"'"'^

EXERCISE XXV.
Write out in your Book of Business Forms the following Invoices :_
1. A. B. Scott & Co., May 2, 8 and 18.

2. Welsh & Co., June 8 ; James I^wson, June 9.

3. Turner & Son, July 3 ; Caldwell, July 9.

4. R. Sills, Aug. 2 ; Welsh & Co., Aug. 11 ; Ja,s. Lawson. Aug. 15.

EXERCISE XXVI.
1. Detach each Invoice and place thereon the receipt for payment as stated in th» ,« ^ .

transactions, except the remittances by bank draft on June 8 and JuTv 3 ^ ~/" ^" memoranda of

be shown in the Statement of A/c issL by the wholesale Lus: at tt end ^:::!:JZt''
'^'"^"" ""'

2. File the Invoices in the order of their dates for reference when writing the Journal.
Note -When an Invoice of goods is purchased at the wholesale warehouse and naid f„r af f

K

payment .b placed on the purchaser's copv ; but when pavment is n,a.lp hv T ^ **•"" *'"'^' ^^^ ""**?' f""-

goods. .c.ipt for pavment ..s shown on the Statement7A sudt '""^''T'' T' *'"' ""'"''' °' ^'-
above invoices m.av t» l.ft a'^art-eH tn t.h« ~u-,h- ,i ^r% ,

"> '"^ wholesale house at the end of the month T'.«

and filed as the purchase's joumalued.
"

" " **"'« "'"''^°' '"'«" ^^ ""*y be detached." indexed



Monthly Statements. Those un- s..„t ....t l,y ,1,.. wl.ol^,ale house to retail customern ,it the end ofevery month. «.v.n« . «u.u,„a.y of all punhases .,.,1 p„ym..,.,s on a e Jor the n.o.ul, a,,,! ,1... 1. ,.o. ,1....
Lx.-ept where the cu.tou.er, arrange to settle otherwise tlu-se s.aten.ent. are ac.co...,«u.ie,l by a note to 1«signed and returned by the customer.

Form No 1. shows a nummary of A. K. ScoH's ?40.. Invoi.-e of .May •'. and a..lcnowU.|«„.e„t ofHettlement by note on day of purchase.
*•

Foim No. 2, Bhows a summary of the san.e Invoice with ,li,cou,.ts allowed and rereint ofpayment any time within 10 days from date of wile.

NOTK.-A. the note given i„ payment on 2/5/190-. wa. not ,lu.- t.U tl.e Uue ,Ute of the luvo.c... „o a,«.ouMt w«allowed m tlie settlement shown on Fof^ i
"w-ounv, wm

No. 1.
No. '2.

iv

v/
MONTHLY STATEMENT.

JWio..

London, Ont., }^^y, ^^ ,(^o~.

"Co tce.qe.to-wn.

.

"^rr'A. B.SCOTT a- CO.,

WHOLESALE GROCERS.

MONTHLY STATEMENT.

Folio

yfttvy, 2- 'Jo. yftdi^e. 3

6.

A8\ uO

124 xi8

2\ -Gu- yta-te- dtte-Jtctv€- 4-tk\\ ^QQ 00

227 22

400 00

400 00

London, Ont., }K..y 6, k^o-.

~Co-iCe,aeCa w-n,.

"-r' A. B. SCOTT cH- CO.,

WHOLESALE OROCERS.

>ftc^y.\ 2^ 7, )fCM^. J 48

)l 124

50

28

6. 227. 22

4oo\ 00

a. ^. 6. J -4o..

I! J'U.lX $227.22, $2.27
(

" 3% 48.50, 1.41! .1 7S

JSij- ~(-^a,lA"/

i

a.s.6.j 4^/-

i9l)\ 27

40o\ 00
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EXERCISE XXVII.

1. Miike r.ui .Shipping Bills in duplicale fur each ot" tlio iilx.v.' IhvoIihs, except the load of wheat from
Ijiwm,,,. Au|[^. 15, il.'livorwl by team. Sign Freight. Agent's nam.. I.. \.. I Forms, ami the Shipper s iiiime to

Na - Forms.

2. Place in the same tile with the Invoices, in the onler of their dates.

3. Am No. 1 Forms are retained by the Freight Agent as his receipts for delivery of iheg.xKls, the
Ktu<lent may hand all of No. I Forms to his teacher, who will tile them for the Agent.

EXERCISE XXVIII.

1. Write out Freight Rills, advising Stuilent of the arrival of the gixnls ,it Collegetown, dating each two
days later than the Shipping Bills for the .sjime g.Mnls.

2. Write the signature of your Station Agent at Collegetown on all No. I Forms, and for reference when
journali/iiig, (ilc umler head of Receipts.

NoTK.—These Ki.iyht ItiUs may l>e left attache.1 to the atillw iiiilil llir .loiiriml is iH^^ing written, when ea. Ii iniiv '«•

detached, indexed ami lileil as the |iayinent thereof ix jniirnaliy.ed.

3. Sign all No. 2 Forms and hand to your teacher to tile for the Station Agent.

SET 1.

H00K8 t'.SKIi—.lOl'KNAI,, LEDOER.

.Tune I, liXt—
.

("i' "'^ >'•"«-) began business investing as folI..«< : - t'ash on hand S-VX) ; gotxls in store .«!t»H». 2. -Bou(<ht
for cash -2 tons „f coal .*!.->

;
aUo hoise and delivery waggon ^litl. iJeposii .i in the Cnunenial llink of Canada $:im Cash

wdes .*.',3..-.0. 4. - S<.1,1 C. S. Kia.ser on his n„te at thirty days, 4/(i./l!»<l-, • o ..ks of flour at SI. 75 ; :«) bush, (.otatoes at -.'Sc. ;

flOlbs. luiniat 1-J.'. Total, .«
, Cash sales $.30. ti.-Uotight stationery iK-ruhe-iue ?«.•.'(). I'aid advertising " Kr.e IVess a/c

"

$l.m. Cash sales ^-.'H.TO. 7. -Sohl .M. C. lUissell on a/c •J.') lbs. rolled oats at Ac. ; _' hbls. api)!, s at S:t.2.-). Total,
*

• ^'"•''' ^''''"^ *17.Ht». S.— Uoiight from W.lsh A Co., Toronto, 40 bbU. Hour at !?.-).(Kt, as ,K,'r invoice, .*.1iO ; icniitte<l iii

payment a bank draft purchase.! with cash. Freight bill tiled ;?.S.Ot». Cash sales $:i:,.-.-,. 9.-IJought from .tames I^iwson,
Chatham, for .ash, llHi bush. p.,iat.>es at -JDc. Freight bill Hle.l .«.-,.;{.-,. Cash sal.s .^-JO.TO. 10. -C. .S. Fia-er paid his note,'
4/ti/190-, priK.s.ls .leiH)sile.l .«

. Cash s' ".s S:V,.tH). ll.-S.,l,l .lelivery lior.se an.l wagg..n to M. C. Hus.sell on a/eSlSO.'
Cash Sides .?S!t.Tii. 13.—Bought of Lesli.- * Co., .m my note at thirty .lays, l.-J/(i/190 . livable at the Commercial Bank of
Caiuula. an oHi.e desk, f-iO. Cash sales .?!!• 40. 14. S..hl A. Caskey 100 lbs. ham at 12c.: 20 lbs. sug.i r at Oc. ; reteiv.d in
piyment his note at l«o months, 14/6/l(HI-

, i^iyable at the Bank of .\I..ntieal. l.',.- .Sold out my entire stock of go.,.!s as
per stock sheets, receiving cash in full payment «oH0.4iJ. .s„l,l to .\I. C. Hus.s.U my ..rtice .lesk $17.50 ; an.l balan.e of fuel
«4.Go; reeeive.1 in payment liis note at one month, 15 B/litO— , payable at the Jkiik of Montreal. Paiil .lune freight bills
by clie.iue .*1.3.il5.

1. .J.iuriiali/c in voiii- ( 'oniniercial Blank Book, according to specimen eiitri.s on pa!,'cs 21-2.

2. Ojien Ledger a .s in the or.ler indicated, allowing space for each as follows :— Student's Capital,
E.\peiist.,

]
pa^e each ; .M.lse., A page; Rank, Rills Rec, | page .'ach : Cash, A j.age ; Loss ami (Jain, .M. (

•,

Russell,
I page each. Index each a c as it is ojiened, in the l^edger Index.

3. After pasting all Journal entries write a Trial Balance, dating .June \').

4. Close M.lse. and Kxpi-nse A cs int.) Loss an.l (iain A c. Close Loss and (iain A c into Caj.ital A .-,

and write a Statement of Losses and (Jains according t.) the form on page 20, datiii" .June \i).

5. Close all Re.il a cs and rule according to specimen ruling in closed ledger, pages 22-24. Carry
forwar.l the balances dating June 10.

Results. June 15th :—Cash on hand .^68.i.70 : Cash in Bank, .«,328.3,5 : Notes Pec. on h?>!>d S35.10:
M. C. Ku.ssell owes on a/c .§137. 7.5; Notes Pay. .*2o

; Net Gain $06.90; Net Worth SI, 160.90.



SET 2.

HODKn ISKI) JOl UNAI.. I.KlMiKK.

•^ <-<M 11111, fti, iMl, .HI NU, III) MS. lit tiAi' : 4 IMS intrmi (HI (U! I 111 l.Mi 1 .,

r.s|, .S.1.H .....-,.
,0. M. La„«ham «.,tl.... hi. a/, ii, f,.„ ,.y at oVa ,«/' ' ~va. 1 ,

,7''
I

"";'.'"''
*'*'•

.* _. Cash sal..s *4-.'.60. n.._SoM M. U„^u,.,u IM yi Kii.hs.. w, . h , J 40 R~'
' ^ '

i""*

"' '
"""••

hank ..f 0„a»a f,.,- ^l.K., the UUa,.,,. to re.nam .... a/,.. Ca^h "',«,"-
,

. M
«—

>
"' 1-.--. In.

, h.-,,.„. .,„ ,h,.

on hand $38.50.

w.ck- per ch.,,„e ?.,o. H. -Inventories : -Goods on hand $367.85. Office furniture

1. J.,u,nHli... i,. y.„.r C.mm.M.cial IJIaok B.«,k, acoonling „. «,H-..i,ne„ e..tri...s ..,. pa«es 21-L'J.

u. J- ^T ^'''"T
';;,'" ?" "''^"' ""•'"'•"'• ""•"'"«

'^l"^'-'' ^"•- -'-' - follows -_S„„|..,.,s fapi.al

(..u„. a„.l t. II. Wllaw,
i pa«e ..,tch. l„.|.x ea.h a c as it is

..i.,.,,..,! iu the I>.,|ger I„ii,.v.

3. Post all jotiriial eiitrips and iiiiike a Trial lUlaiici. dating; Jn\y 1.1.

4. Carry the Iosm's and j-ains through the Loss and (iain A .• to Capital \ .
I.1U.SSPS and (iains.

6. Close all Real a cs exeepl these personal a/.s not already in l.alan.e. l{„ie all .lose.
to s,>ee.n.en ruling ,n closed ledger on pages 22-24. ( arry forward all halanees dating .l„lv i;

6. Prove yo.tr ledger is still in l.alanee ami ready for posti.tg of new business.

Results, July 14th:_Cash on han.l #,-,21.20; Cash in ha.tk .«fil.'^.20; Hills Rec ?4- .50 \„sCoh^U.e:-C. H. i..dlaw ,1.,50; W. I.ngha.n .OH; „„. V.y. s.O ; X. Loss 82^7.; n!: ^y'2

W rite a St.iteniiiit ot

I'll.ised a 1- ,11 lording

SET 3.

liOOK.S fSKD— .tOlKNAI,, LKIXJEIi

at SI fi H,.,.„iv if T T .

'.'''','"" '" "'"'' »•'•'• 5.—Sold .r. Traiy on a/u r,0 bbls. Hour at m. 10 : 30 bus wlnal

J LalltT ''''''l^fl""^ "t «b.lO; reoeive.1 i„ paynu.nt, .-ash Jl.K.; ,I„o. Smith-.s ,i,„e. «-.>00. l.",; 1%/ .v.,,: „fJ. Lanyilon for two mos.; balance to remain on a/c. Cash salen to .1 iv «I(H» fj P • .t^^ ,

la^oi ot

13/S/190-, in full of a/r S l-l P i u < r , , , ,
" ' * Keceiv.d J. Traoj s note at .30 .lavs,

:.,'/ ._^ '"'"' r-f—- '•* I'a'd cash for fu.l. SIO. IK.,H,site.l in bank .«2tlf». l-..-P:,i,I ..a-h f- •, • f !I-|-

9S bus. wheat at 9^.
I/—bol.l L. Ma«on on h.s note at 30 .lays, 1 o/S/lOO-. 10 bl.l.s. Ho,„ at ««. 10

;



3ft

17. —Inreatory of unsold goods 12 )•)>!. flour . m
'J7 Imii. whuat «. !i J4.:<o

ToUl • #!Jlt.»»

Rent for Aug. unpaid, taS.OO.

1. Joiirnnli/.o in your Coniiiioni.il Ithiiik Hook, iwwnliiig t<. .jH-cim.-ii ctitrieH on pageM 21-22.

2. Open Utinnr acs in tlie onlt-r in.li.-Htmi, ftll..win« «pucf for each as follows —Student's C»pit«l
.Ino. Young's Capital,

i page emh ; M.ls....
J ,«>{,.; Kx|H.i.se, Hills Hec,

\ fNij;,. ,.a.-l, ; Cash,
i pHRe ; Bill.

Fay.. Hank, Ixws an<i Oain, Ja«. Triioy, 1{. Fiill..ito.,, J Ijn.K,lon,
^
page each. Index each a

c'

3. I'ost all journal i-ntries an<l makt? a Trial ISalame datinjj Aug. 7.

4. Close the R.,pr..sentativ.' a .s into I^.ss and (lain A/c and I»sh Hnd (Jain A,o into Capital A/c.
Writ.! a Statement of Umnen and (Jains, showing each partner's share of the x\et (Jain or Net L<».s according
to piirlnership agreement.

5. CioHeall Ueal a/cs except those personal a/cs not already in balance. Kule and carry forward all
halanri's as In-fore.

6. Write a StaU'ment of Assets and Liabilities.

7. Fiove your Ixwiger is still in Iwlance and ready for posting of new business.

ReioltS, Aug. 17th:-(*ash on hand, |I79.H0 ; Cash in Bank, «247.90 ; Notes Colleotihle, |8ir,.20.
Acs Collectible ;-R. Fullerton, :?70.()0

; Jno. Luigdon, rUO.OO ; Bills Pay. 827.00; Student's share of Net
(Jam. *20"i.lO; Jno. Young'.s share of the Net Gain, $206.10.

EXERCISE XXIX.
rhe Trial Balance given lielow contains the footings ot all the a/cs i,. my I .xlger that are not in balance,

except those of Cash A/C.

TRIAL BALANCE.

Nauicii.

Capital

M<Ue.
BilU Ke.

Bills I'ay.

.Jllll. .1(11168

Expense

Dkhitm.

33-' 20

I

4326 84)

;
472 26 1

J,,, 22
!

,v 88
30 :

Criditi.

48.33 80

8373 90
247 88
!»37 22
!»8« 93 :

,So<» 00

1. Fii'il iIr- >:imui4 i){ citali on hand.

2. Write out a .Stati-mi it of AssutB and I,ial>ilitioH from
this Tri.il Biiliinio. The Inventory H<m>U shown goods
on hiind worth ijtl.OOO.

3. Write out a Statement of Loshvs and (Jain^.

4. What does the eredit amount -1(4,8.33.80 represent?

.">. What does the deliit amount 83.'<2.2<» re|>re«erit?

ti. What name is applied to the diflereme 7

EXERCISE XXX.
The Trial Balance given l)elow contaiii.s the footings of all my I.*'dger a .s not in balance. The

Inventory botjk shows items not posted as follows ;—
(Jo<sl» on hand
Rent j)aid in advance
Clerk's salary due and unpaid

TRIAL BALANCE.

12350.00

90.il(J

;J3..3;{

Naii

Capital
Md.se.

Casli . .

Bills Rec.
Bills Pav.
Rent -"

Salary • -

•Ino. .Smith

Dibits. Crkdits.

293 67 :«94 ! 31)

9489 62 8t)27 93
j

5.327 111 2793 62
! 982 23 8!»« 91 '

1
'254

i

00 934 lO
180 (M)

1
66 i 67

900 60 .320 24

—
.

..

I. Wiii.. out a Statement of A.s.sets and Liabilities from
tlii.-i Trial Balance.

_'. Write out a Statement of I.,(isses and (iaiiis.

3. What was the Xet Investment ?

4. How do'-s it oomimre with the Present Net Worth?
.'.. What will the dirt'erenee l>etwetui the Net Investment

and liie l'ce>ciil Net Worlii represent "



EXERCISE XXXI.
Th.. followiii« i, H SiHt4-i..Hni ..f Tiiiiotl.v Uny.. AhnHh nn.l Lmhilitu-s ..., J,ni.. M), I'JO . tuk..,. f,„m

STATEMENT OF ASSETS AND LIABILITIES
JUNE 30TH, IBO-

Resources :

Cllxll (III liailll

i ilMMlri (Ml IiHIkI •

Mipic Kixliiicn - -

('.i>li ill lijiiik ' -

.1. .Iiiiies iiwcM (III ,i/,

T. 'hiliiiMin iiwes on a/c

Liabilities:

lilllH pikvalili- - - -

A ( s jiuviililc

U'. H. Itrock * ("(I.

Balance, V. X. Worth

.T.'li III

M») INI I

:«Nt iMi '

WU )iN {

J5 I m
I

\2
L. •

.10 4-.».>«i ' aH

-ilN)
I

mi |1
{

410 I ."ill '
I

I < >|Hii a new I,.(l«( i . all..H my i »,i , |, ,„ „,«,,, ( ,„ |, „„.,

J. I'illlV flllHJlKJ lll(r.c ll,ll.l.|ciK t<i llic II. H .1.-, .lltlllj.'

lulv I, liKJ-.

M. I'liivc Ihc iii'H l..(l>;.i i« iHiu III Uilmiic.

4. An llu; li)«>r.. anil i.miii« Ini .hiin' cairii'd fiiiMinl m the

.Inly L«>lj4ii ? K.xiiluiii.

EXERCISE XXXII.

The follo\vitl^' Trial Hiilancf- was taken fr my Udfit-r mi Doc. ;tl, 19((_. Tin- l)o.ik> liiul ik.i Im-.'ii

closed sine.' .Jan I, luccMlin;,'. Opj-n the r.((lj,'.T lies. hIkum,,;,' the iHop.-r lialaiir.-s in ..acli. |{c.-,,nl the
folliiwini,' uiii)(»ttMl invetitories and cldM- the representative a is into Capital Ac.

Dec. 31 :—Goods on hand valued at !?2.ooo.

Office furniture valued at cost less 10/ depreciation for the year.

NoT«.—Allow three g|)ii(eH (if ledger ruling for each u/c.

TRIAL BALANCE, DEC 31, 100-.

NtMIW OK A c».

Stock
HilN Kec. - - -

Ca^li

MficliaiidiNc - .

BillH I'ay. - . .

Iiio. Milliir - -

I'eter Stewart - -

Koht. I'eurson • .

Clias. Russell • -

OlHre Fiuiiitnre

Kxiwnse ....

IHtmTK. Criditn.

MM» INI *>IKin IN)

l.")(H» on IINNI IKI

.|7!l.-. lilt 4M(MI IN)

4.'><N) (HI 37.">0 411

l.'Hin (HI IKiNt nil

.tlKI (Ml -JINI IN)

4-i<Nt (Kl I7(xi no
3H.'i no
47;J (10

•Mm (K»

i;« m
I'llns 411 19108 40

1. The debit in f'.ipital .\/« indicate^ that the piopn-ior has
w ithdrawii a »alaiy allowame during the year of $H>HI.

Niirr- Thcw »ithilrawal><areiiiiiiall> tntrrpd in thcpriiiiricinrii I'riiate

Ac, and transferred (rum there to h:9 Capital A r at the i lo»i- nf ihf
flnaiicial \ ear.

_' The customary ineth(Ml of valuing Office Furniture,

Vehicles, Fixtures, I'lant and Machinery, i« liy writing

off at the eii'l (if each financial y<;.ii a depreciation

of a certain prceiitai,'e of the value according to

the estimated time during which the arlules will

render etticient service.
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:1^

i

I

f

I

I-
i

n
ij

I IK' fl)ll<»Xvilllf stlLlflllorit ... 1 • ."•>, NiHiMiicjils W(!ro iiiiide in < (.tail Ci ii i i

^-DetaUed Statement of Assets and Liabilititties, Dec. 31, 190

ftesonrces :—
JiilN t<c',

< 'ilNh.

M<lw.

Jni.. Miiu,..

I'llcr Stiuari.

(mice KiiiiMtiiri

Liabilities

;

liillH I'av.

KolM. l',..irs,,ii

CIms. Ru.ssi'Il.

OiIi.tn' ll.,t,.H i,.r..jv,.,l .

''tlniH ,|„|,,„,|,„|„,^,,j
^^f

Balance on hand

;

Anioiint rcccivcil •

Ij

Ain.iiiiit |),'ii(i . , [
'

!j

Balance on hand

j

Amount on hand (.st„cktaki.iKO

-Amount l„.nMHv..,lf,„m.,s„„a/,.

j

Ain.mnl lir gavr „«.,., a, o . .

Balance due us . .

Am,.,,,,, I„. ,.,,,.,•,.,.,, f,.„,,_

An,om,th,-g,n,. „M.„, a/„ .

'

Balance due rxa . .

Val,,.. <.„ l,aii,| ,J.,„ I .

10
, il<'I)iV(ial„,i, ,l„rj,|^, ^,,,,|. ;

Present Value Dec. 31 -

••m- iic)(,.s issii,.,) .

I

"ill- , Idles red, in,,.,! .
[

Outstanding- or unpaid •

Aiih.iint lu-gav,. us,,,, a',. .

Ai„,.ui,t n.(M.iv,,l f,„,„ „„ „„ ,,/,. .

Balance due him -

.Aiiiouut !„ g,iv,. us „„ a/,. .

Aiu„„i,t ),e ivc,.,v,mI fn„u „., .„, a/c

Balance due him

Present Net \Vorth-..<., .

iir>iii> iM)

KNNI IN)

.',INI INI

*.">;!»,". iHi

4,SINI INI

$.'tlNI INI

-JIK) INI

IINI IN)

•<Jl'iki IN)

IT'NI INI

Aiwim.

-m I ,H)

I-UHILITIBI.

m'l

JorNi

IINI

(Ml

(HI

INI

-•X"* 'HI
._..-,, HI

$'Mh) 01

1

:tii IN,

XCl'SS ,>f .Ass,.|s

over l,i

•-'7(1 INI

$ISINl INI

l.'ilHI INI

lUXt INI

.?;i.S,-, INI

."IS.-. Oil

•*47.S fN)

47.1 (K) Ij

l!

it)ilili,-s

•-'To (K»

«»i-. 60

.IS.-)

4::t

.vjo;

01

(to

(Ml

(ill

^«»fo|^oo«r«y^S«^„^0,,,^ Ac at Cosing, „«. 31. 1^
Capital.

rr...lits: .rail. 1; r„v,.s,„„.,„„ .

"*-'"'"
^ '»•'••<'; WillnliawalH

Net Investment
^'""'"- "''•••<'= Net Gain

I>ol.i. h,iuu,-
: Present Net Worth

^>*o INI -I- v»ri ,^,„„, »"".',; '«j-i;;;;j,";-.pront. rr,,,,';

'"«T (ii. HiiJ^^iii^i;-- ;t"r; ,;:--:, ^ •

r.207 (K) ;:^:r:"j''''-'>. without r^cJrm^^;;';^;'^"'Real a'ct.
' recording any of the

Ii
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n.-Detailed Statement of Losses and Gains. Dec. 31. 190-.

M.Im..

(UYuv Kiiniitiiiv.

K.viH!iise.

'.] (icHKls nil haiiil l)cr. ;{|

Total ciciliis
( 'out -

Gain

\allli' Jiiii. 1, litO— .

Ill ilcpi-i'iiation. L088 -

Out lays. Loss •-...
Net Gain -i.e., vxwsa of Huina ovit Losses

•JOOK 00

S.'>T.">0 4't
I

4:K)0 (HI I

il-2Mi 40

;iiM) (Ml '

:>)) INI

l(W7 ()<»

1<<'H«M.

I.I-'

IIIH7

(Nl

SO

40

Gains.

liVI ! 40

liVt
I

40

" --- '•»--».' Jill ::p^r.*:;:ircS^ " --'• "~ "

XoTK.-Allnw t|,r,.,. siwuvH of U-,l«er ruling for each a/c.

TRIAL BALANCE, JUNE 30, 190 .

Names dk A.m.

Capital
Casli -•....
IJrtiik

M.I..<e.

Hills Pay.
Heal Kstate ....
Win. Sealli - . . .

•I. I'arkinsoii ....
fas. Makiiis .....
.1. W. Tliiiiiipsoii . . .

Slalile, I.e., horses ^l.TO
;

harness ftO ; vehicles
*U"»; uteiisila^lo- -

OiKie Kiirnitiire . . .

K.xpeiisu

]>KKirs.

000
'>7.W

5INN)

•-VXH»

4000
IT-.

IJIH)

TOO

'.'15

.•14400

(HI

(N)

.50

A-J

00
00
00

00
00

IN)

00

("RKDITS.

.">»MK>

">TO0

121 10

."^OOU

'J.500

.SOD

4!N)

1200

:)44«0

IK)

INI

00
70
00
00

INI

IN)

IN)

InTentorles, June 30, 190.

S.'i'M) IN)

•-'.>< HI 00

<io«ilsoii hand valued at -

Rial Ksiate on li.uid valued at

.Slal.Ie: -

Horses valued at
1 7,", no

Harness valu-d at, cost less III
,; d,.p,eeiation

A'ehii U's valued at cost less 20
rieiisils valued at eo.st.

OHice Kuruiture valued alcost less lO. ji..preeiation

1. Aruk,. a I),.,.uil,Ml Stat,.m,.„i .,f Assets u.ul Lial.ilitie.s June 30, 190—.

2. .Make a Detailed Statemeot of Lo.s.ses un.l Gains June 30, 190—.

3. Make a .Summary of Capital A/c, June 30, 190—.

4. Make detail«l BUte.nents .similar U, the alx.ve from Trial Balance, Exercise xxix.

6. .Make sinular statements from Trial Baianc... K.xercise xxx.
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SET 4.

Sept.
1 190-. (H..*e„..N^,) ha« to-day e„gag«.l with W. M. Worthy. Cirocer and Butcher, 40S-4I0 I'<.to„ ^St

Ix,n.ion, as ch;k ...the meat .lepirtment. A, o.,„li„« to the agreement he is to reeeive a weekly salary of *;»..-,<) until he ilable to .lo the cutTu.K. when he will receive « (»() an.l have in^i.lo work only. In the n.eanfme he is n..,ui,...l to take
or.lers in the aften...,,. an,l .leliver the g.,,„l« the foUown.g foren.M.n. He must enter the onlerH in the Onler Book, cheek the
«»,n.e when ,lehvery .s n.a.le an.l write out a hill to a.-on.pany each or.ler. Before leaving at night he nmnt post to custoniern'

Sept 1 tr.S
"*'"'' "'' ""' ^^'"'"" "" ^'"'' ^"^ ""'' P'"'" "'" ""'^ "' "'^ "''f" '^"'"""' °" hand

and presented. .Mr. W ort'iy does the buying, paying ea.sh for all purchases from wholesale butchers.

BOOKS USED ; ORDER BOOK, CASH BOOK, AM) LKDfiER.

Sept. 1.

.T. W. Dickson, I'all Mall,
1 Beef Tongue, -i.^e.

3 lbs. Chuck Koast (w 10c.

Jno. Brown. Regina St.,

S lbs. Hib Roast @ l:ic.

1 Veal Sliank, 7c.

M. Mott, I'all Mail,
3 lbs. Fillet @ V'hc.

2 lbs. bird Ca 12Jc.

J. Christie, Water St.,

5 lbs. Leg of Lamb (a l'2Jc.

T. Knott, Waterloo St
,

2 lbs. Veal Cutlet (a 15c.

1 Veal Shank, uc.

I). A. Nobbs, Oxford St.,

1 Beef Tongue, 20c.

2 lbs. Lard @ l-i^c.

1 lb. Sirloin Steak, 15c.

S. A. Jones, Picton St.,
•2 lbs. Rib Roast Cdi 12ic.
1 Pickle<l Tongue, 30c.

C. Clark, Pall Mall,
lilbs. Beef Kidney @6o
2 lbs. Lard % 12Jc.

Casli Sales, $16,80.

Sept. 2.

Thos. Walls, Colboriio St.,

3 lbs. Pork Roast (H 12^0.
1 lb. Mutton Chops, 10c.

H. Haninioiid, Regina St.,

3 lbs. Leg of I^imb (a> 12^0.

•Tno. Brown.
1 lb. Sausage, 10c.

J. Christie,

1 \>r Ducks. 70c.
H. Pratt. Pall Mall,

2 lbs Veal Cutlet (a 15c.

S. A. Jones,
2 lbs Sauaarre /ffi 10c.

ORDERS CHARGED.

«'. Clark,

2 Urn. Sausage (a lOi!.

Cash Sales, .«!12.30.

Sept. 3.

1. W. Dickson,
4 lbs. Brisket (oj 7('.

Jno. Brown,
2 lbs. Neck c.f Lamb (d 8c.

H. Pratt,

li lbs. Sirloin Steak (a 1,5c.

T. Knnit,
5 lbs. Rump Roast (S; 8c.

-M. Mott.
5 lbs. Flank (S) .5e.

H. Hammond,
2 lb>. Rib Roast @ 12c.

Cash .Sales, $1(1.05.

Sept. 4.

C. Clark,

2 lbs. Corned Beef (ffi, 9c.

S. A. Jones,

1 II). Suet, lOo.

1 lb. Round Steak, Pic.

J. Christie,

4 lbs. Rib Roast (S: 12Jc.

Thos. Walls.

2 lbs. Veal Roast fa 12Jc.

1). A. Nobbs.
1 Chicken, .Soc.

Cash Sales, f lO.ti.').

Sept 5.

Jno. Brown,
3 lbs. Brisket @ 7c.

M. Mott.

2 lbs. Beef Kidney @ 7c.

T. Knott,
" Vtal Shanks, 2.^c.

S. A. .Jones,

2 lbs. Round Steak (a I2c.

H. Pratt,

1 I'ickled Tongue, 35c.
2 lbs. Lard Ca 12ic.

J. W. Dickson,

24 lbs. P. H. Steak @ 12ic.

Cash Sales, §14.75.

Sept. 6.

J. Christie,

3 lbs. Chuck Roast (a 10c.

D. A. Nobbs,
2 Veal Shanks (u loc.

1 Beef Shank, 15c.

C. Clark,
3 lbs. Flank @ .tc.

1 lb. .Sau.sage, 10c.

Thos. Walls,
3 lbs. Sausage, 25c.

H. Hammond,
1 pair Chickens, 45c.

H. Pratt,

1 Turkey, $1.00.

Cash Sales, jl9.50.

. ,Sept. 8.

J. W. Dickson,

2A lbs. Ham ft; 12c.

2 lbs. Liird Ca 12Jc.

.Jno. Br;)Wn,

3 lbs. Sausage, 2.tc.

M. Mott,
3 Pigs' Hocks, 25c.

1 Calfs Head, 2«»c.

J. Christie,

1 Turkey, 90c.

1 Beef Tongue, 25c.

T. Knott,

1 lb. Round Steak, 1%.
.T lbs. Rii) Roast (» I2jc.
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I) A. Noblw,
2 lbs. ttcklwl Pigs' Feet @ 8c.
I Calfg Tongue, 6o.

Vaah Sales, $9.40.

Sept. 9.

S. A. Jones,

3 lbs. Beef Neck @ 6c.
1 lb. Sirloin Steak, irio.

C. Clark,

3 lbs. Sausage, "ioc.

Thos. WallH,
5 lbs. Leg of Lanili (a, 15c.

H. Hammond,
'2 lbs. Lamb Chops fo J^ic.
1 lb. Lard, l^Jc

.Inc. Brown,
1 pr. Chickens, 65c.

.1. Christie,

3 lbs. Sausage, 25c.

H. Pratt,

2 lbs. Beef Kidney (a 7o.
1 lb. Sau.sage, 10c.

Casli Sales, $12.60.

Sept. 10.

J. W. Dickson,
5 lbs. Plate Roast @ 7e.
1 lb. Lard, 13c.

M. Mott,
"2 lbs. Suet @ 10c.

2 lbs. Headcheese @ 10c.

ORDERS OHAKOED- (continued).

T. Knott,

4 lbs. Ug of Lamb ® I5c.

I>. A. N'obbs,

3 lb.s. Ruuip Roast (Oj 9c.

S. A. Jniies,

1 pi. Chickens, 60c.

C. Clark,

2 llw. Sirloin Steak (a. 15c.

Thos W,ill.<,

1 Beef Tongue, 25c.
3 lbs. Xfck of Liimb (B, 8c.

Cash Sales, $14. .TO.

Sept. II.

Jno. Brown,
2 lbs. Neck of Limib (a ,5c.

1 Beef Tongue, 2.>c.

•I. Christie,

3 lbs. Shoulder of Umb ftf 8c.
1 Pickled Beef Tongue, 35c.

H. Hammond,
3i lbs. Cliuck Roast (tt 10c
1 lb. Corned Beef, 10c.

H. Pratt,

3 lbs. Rump Roast (&,. 9c.

C. Clark,

211)8. Round Steak fe 12c.

Cash Sales, $8. 70.

Sept. 12.
J. W. Dickson,

1 lb. Sirloin Steak, 15c.

M. Mott,
1 lb. Suet, l(»c.

1 lb. Lard, 12c.

T. Nott,

3 lbs. Sausage, 25c.

D. A. Nobbs,
2 lbs. Round Steak fe I2c.

S. A. Jones,

6 Urn. Flank (a ."jc.

Thos. Walls,

3 lbs. Breast of Umb (o 8c.

H. Hammond,
2 lbs. Sirloin Steak (a. 1-JJc.

Jno. Brown,
3 llis. I'oik Roast (a 12Jc.

Cash Sales, $2.;W.

Sept. IX
J. Christie,

4 lbs. Potted Meat (a, 10c

H. Pratt,

2 ll)s. Mutton ChopM (a. \0c

S. A. Jones,

3 lbs. Fillet (a, 12ic.

C. Clark,

2 Veal Shanks (a 6c.

Jno. Brown,
-• lbs. Rib Roast (a I2c. (paid).

Cash Sales, $20. 10.

ORDER BOOK.
This book which records each dav's salf»j in f bo ..^a e .i

butcher's Day Book. Ail orders paiTf, t e t^e If ^eH. 'rT ^7?" "'^^ ^^P^^P^"^"'^ '^ ^"-^ ^'-
marked will be debited to the a/cs of the perso„rnald ,T '

^"''^ "^'''^" ''"'" "*'' '"^

when delivery is .nade. Hence, in addition^o beL a Dav Bo L 7 T^'T'
'""''' ^'""''^ '^ ^••'-'^-'

from which the posting may be made to the Led^r
^

' "' ""^'•^' '''' <>^der Book is al.so a Journal
O *

ORDER BOOK.

»

,^H? ."" I!""" »•'' ""lit out .Uliirmicate that Jfllvery waa niKle ;

PAID.

'/ M . Dickson,
1 Hi-ef '/'(int/iie

3 Ihn. CK. RooHt (a !(>,: .

~v~i—;;; — '^—
'lonn Broirti,

~ IhH. Hih Koant fa I2r.

J5

the Order Book and h« ma^kH "mid " T'
'^" '""'' """^''^ '*'"'"'•'• "^ '^""•-. 'm-'^- in

but are included in the cash sales gten for e'lty"'
"•"" '" ''" '"^'^ '''' "' ^'^^ '" «^- ^« -ve ^pace.
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EXERCISE XXXIII.
1. Write out the Order Book, from Sept. 1. to .Sept. 13, cl,e,.kinK all orders as tl.e «,kk1s are .lelivered.

2. Open Ledger n/cn, and post all orders not marked "paid."

3. Write out Bills to accompany J. W. Dickson's charged order of 1st, an.l J. Brown's cash order of13th, as shown in the specimen Order Book above.

4. WriU' out a Statement of A/c for each customer, from the Ledger Sept. 15.

FORM OP BILL. STATEMENT OF A/O.
(a) Accompanying charge ..rder. Kcn.lerc.l fortnightly or monthly.
(hj Ac<!om|)unying cash order.

(a)

408 PICTON ST.,

London, Ont., Sept. i, 190-

Mr. Jno. Brown

^""•'or W. M. WORTHY,
BUTCHER.

3 lbs. Roast Pork

{($ 12c.

(Chg.)

36

408 PICTON ST.,

London, Ont., Sept. 14, 190-

Mr. Thos. Walls,

Colborne St.

Bougrht
Of W. M. WORTHY,

BUTCHER.

408 PICTON ST.,

London, Ont., Sept. 13, 190-

Mr. Jno . Brown

Sept.

2

3 lbs. Roast
2 1 lb. Mutton Chops
4 2 lbs. Roast

" 6 3 lbs. Sausage
" 9 5 lbs. Lamb

10 1 lb. Tongue
10 3 lbs. Lamb
12 J lbs. Lamb

M

If

n

Bougrht
Of W. M. WORTHY,

BUTCHER.

2 lbs. Rib Roast

@ 12c.

(Paid.)

24

38

10

25

25

75

25

24

24

2 46

Thomas Walls, Esq.,

Colborne St.

,

London
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CASH BOOK.
In introducing the C«h Book to tl.e pupil, the simplest form in use is here present^,! (see For... 1 ) E ul.

of paymeiits, and shows when balance<i, the amount of Cwh on hand.

st^d'L'lf i? f'
"'?' '°

*i*'
^''' "" "''"'^ "'"•"'•' ^" "^^ "•'''^h »••« unnece.ssary to a clear under-

"t^ wiU s!i' ^--^rT '."
'"^ "'"^ '"^''' """ "•• ^^-^ "•"••'^ '^•-'^- *•- i"t.oduJtory wo,.! " To'' rBy wiU sufficiently explain tl.e transaction, for the colun.n in which it is placed indicates whether Zamount IS a receipt or a payment. a.id the only explanation necessary is a word or word J, i diclte .esource of the receipt or the cause of payment.

».>uicate tl.e

CASH BOOK.
_ Vorm t) abowlng exiiUnatluiu only.

1

SiejH. /
•'

/
tt -J

n S
**

4
>• o
«l

(«
r,

t« 6 1

<4
6"

i

'J'o A lilt, on hand
" Vftth Satfs

By Home F- 'd, 91.S5 ; Jiepairs, 91.,'.;
" Horseo.'.' ciitg, 91.00 -

" Amt. paid Wholetale Dealerfur ifeat
" Ami. Clerii's Salary
' BalatKe on hand ...

lte<-.-lptl. I^yin»»ntii.

4>i

It;

tj
ii:

/<

I

'lO

so
.III

II.:

8
I

To Amt. on hand
I.ii!

I

i.iii

,10

mi
IH)

M

i.ti;

In the majority of business offices the Cash Book contains not me.ely a record of tl.e c...rrece]^ts and
parents, but se..ves as a Journal from which the posting is done dii.ctly to the Ledger. The uliH^this form of C^h Book, a specimen of which will be found below (see Form 2) is similar to ZtutlJouma^ Day Book the name of the a/cs affected other than the cU a c being writi: e ft ^ u^ n

tJ^::^zzi^ ''YTV ''''' ^^ '' ^" ^^'"^"^ ^-" ^"'^ •-^. those a/cs ;;;.;:: :

^!LV .«7<^*f
<^ ^'^d those by payments will be debited, the p..e of the I^,lger to which thetare posted being indexed ss in the Journal Day Bo,3k. The total o..h receipts will be the su.n of d 7tcolumn and may be posted in one sum to the debit of cash a/c a. ,ch ti.ls as the Cash B . k •

Total payments may be posted ,n the san.e way. These amount, should ahvavs I. journalized opp s t ofootings of the receipt and payment columns, from which the Cash a/c may be ,.osted.

CASH BOOK.
(Kiinn 2.) sliowini: Jimnial (»utri'

Se/lt.

4

r,

(J

(J

(J

S

To Balance on hand
" Mdse.
" Jfd«e. -

" MiUe. .

•' Mdse.
" Md»e.
" Mdne. .

% Expense •

" Mdse.
" Expense -

Cash Dr. -

Cash Cr. -

liaUiiue OH hand •

Cash Sales

feed, il.So : fiepairx, 91.S5
Meat from Wholesale
Shoeing Horse, lil.iji); Clerk's Salary, 93. oO

Total receipts
Total payiannts - - - . .

R.-...I „.

4<l .'tO

10 SI)

ij ill

/'. II.',

Ill li-'i

14 7',

I'.i .111

l.v: .7 >

Paym.-nts.

50
00
.',11

To Balance on hand
1.W 1,/fj
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EXERCISE XXXIV.
^-•»fl out a Cash book according t« eitJier of the aU)ve forms, balancing Sat., Sept. 6, and 13. Carry

forwait* i.,e balance on Monday 1.^)1 li, iind enter the following piiyiuents on a/c by customers that day :—
Th.w. Walls, Thoa. Knott, S. A. Jones, H. Pratt, each, $2. All other customers in full of a'c as per
Leflger.

Cash Payments as follows:

•^•^P'- « Sfjil. 13

Horse fee.l for week, «1.J5. Wholesale butcher for meat, |35. 00
Khoeiiig, 11.00 J Repjiirs, f 1.25. Gas bill (2 weeks), «2. 10.

Wh.iU-sale butcher for iiifiu «">. Horse feed, $1.00 ; Repairs, fl.Oa
Clerk's salary for week, 9^.:^). Wages for week, $3.50.

Basalts : Cash on hand Sept 6, |o4.55 ; Sept. 13, $79.55 ; Sept. 15, $105.07.

EXERCISE XXXV.
Mr. Worthy wLshcs you to make out a financial statement, showing what the meat department is worth

with a view to selling out.

1. What valuations would it \ie necessary for you to obtain in order to make such a statement?

2. ^lake these valuations with Mr. Worthy and enter in your Inventory Book as follows:

Fresh Meats—Beef, $45 tK): I.amb, $21.00; Veal, $15.00; Pork, $20.00 - - . $10100
Cure<l Meats—$.'}6()0; 10 pails lard at $2.50, $2.5.00 6100
Stable—

1
hor.se, $8(t.00; harness, $18.00; 2 waggons, .585.00 183 00

Shop Fixtures- stales, blocks, saws, axes, etc. 75 00

3. Write out the re(|uired Statement of Assets and Liabilities from the dilTerent books. Mr. Worthy
owes Jno. Dean, wholesale butcher, $15 on a/o of meat, for which amount Mr. Dean holds an I. O. U.

Result: Present Net Worth of meat business, $512.54.

EXERCISE XXXVI.
1. Has Ml. Worthy's le<lger been in Iwlance at any time while you have been in charge of the Iwol-s?

If not, why?

2. Have the Ijooks been kept aocording to the principle of double entry book-keeping ?

State this principle and show wherein Mr. Worthy's ledger has not been in accordance therewith.

3. What values in connection with the meat business have not l)een recorded in some a'c in the ledger?

4. What a/cs will have to be opened in the L.-dgei' now, in order to show all Assets and Liabilities in
that b<.ok?

Note :-By referring to the livst rule on page 15 it will tH> seen that the Statement of Assets and Liabilities made out for
Mr. Worthy contains the answer to question Xo 4.

EXERCISE XXXVII. ,

Mr. Worthy has decided not to sell out, but wishes you to arrange the Iwoks, so that they may be kept
by the double entry system.

1, I sing the Statement of Assets and Liabilitie.s, prepare<l from the l)ooks, open an a/c in the Ledger
for every Asset and Liability shown in the statement.

Note:— r.y referring to the la.st rule on page 15 it will Iw seen that all Assets must be carried to the debit side of
their re.sj)e.tive a/cs, and that Liabilities and the Net Worth must l)e carried to the credit side of their respective a/cs.

2. C,u ly forwan] tiie balances from your Statement to their respective a/cs, and prove your Ledger is now
in balance by taking off a Trial Balance.
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CONVENIENT FORM OP A/C WHERE LEDGER CONTAINS PERSONAL ACS ONLY
As entnp -« jLe ax. of customers who pay only at considerable intervals are principally .lel.its as l.ast)een (>lisf>r\>'«| in Mr \\Ortliv « fj^lcriT if l.,.^ I f i i .

*^ • ^^'t""'^ '" oiis, as nasn
. 1 . « .

rtl.j l^g, r, It has !«-«„ f„un.l hy many retail m.-rcliants l.avin.r a larue nunil^r

:'.:::a::;:x"" "^ '^"^^^^ ^"''"« ^"""•' '-'"^ ^^ "-"— —^-^ ^- -•"••"••. ^.^i^:.:;

,.,.l'^'"l'''rT
'""^ ''^

T"'^'''
""''^ """'' '^"'"-'^'^'y "'y '•*'^«''d"'8 «^^-'-*> -'^ -'« li"e «n<i ext.ndin. theto a is only to t e money coh.n.n. The dei.it« are a.ided only when a pavn.e.t is made, and «

I.'

t ereo hep,.yment.s..htracte<, fro.n the total dehits, the halanee is earned forward. .See J. W. D ck^ '

/. ir dicksoa:
Datr.

Partici UH» ur Tras«aitiii;«.

Sei>t.
i l^-':fl<mpue,S,c; .HhH.Ck. RoaM(a^ m.,.li,c. ...

10 ; Ihs. PI. Jto,,,, (a 7c., 3oc.; 1 11, Lard, ij.. IM, 1 II.. Sur. Steai /.; -

Dkbith.

/' Ri/ Cauli - . . .

/'-' To Baltwrefrom old njr

r..t

IHI

~J7

EXERCISE XXXVIII.

exe.c se l.,.,k allowing
^ page to each a/c, and post all entries from the Order J]..ok- fn.m Sept 1 to .accord.ng to the entnes in J. W. D.ekson'.s A/e given ahove. Rule double horizontal red 1, 'a. ^^ themoney columns, and carry forward all balances wh^the a/cs were not settled in fu-l on the 1.,.. .n;;

LOOSB-LEAP LEDGERS

in th» (.,. 1.... T« 1 IT I

'• PU'C'1'i^eisn.irae. I Ins method obviates the necessty of a double record

wi::::::'ri;::l:::^.^::rt:'tt;ii:^
^ ^^tement or a;c for t.. ^tonir .om ^e i::^

l.u.de.ltothecust.,n.erashsre i; fo p.^^^^^^^^^^^^^^ l7n t'T'
'^ "

',

^''"' '''''-" ""'
^'" ^"^ ^"•'

;h:::t::;i;ttr-----

Note to Teacher. -If the pupils take the ren.a.ning .Statements of A,, f,,,- thi.
bu.s.ne.ss from the Book of Business For,,, a.,,1 ana„go them .„. a„y si,„p,v...o„.s„.„ete.l
tile, they w.ll have a practieal illustratio,. of the a.lva„tage gained a„.l la'bor save.l i„
us,„g s„,.h a Loose-Loaf Uvlge.- as i., .IesoriW.,1 in tne p.eeeding paragraph. .Sheets ofWavy l.lank paper wi.ler than the h.,lger leaves .sho„l,l he inserted Jn-twee,. the,,, so as to
aiv.de the Ledger into not less than l.". g,.oups (-Je if pos«ihle). The p.ojeeting e.Ig.. to
tho nght and left ,.,ay t!:.. he n...ked «ai. the letters o, the alphai^-t so as to fonn a
Ledger Index. The a/es may then l,e opc-ned in their pn.peT alphak.ti.al onler for ,eadv
reference when posting.
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SALES BOOK.

ke^pon ™., „.„.,.r ,l,o record :. ,he"gl^.lL fc^ir
'"""^ ""' "'" """ " °**' "« "« <>" '•«*

By examining the Specimen Sales Book below if wHl i>o .u
entry, as follows :-"Purcha8er Dr To Mr»« "'/ ... •

*' '*" ''"""'•'' ''^ '^'^' ^"^'^ i^ a journal

SPECIMEN SALES BOOK.

LoniJnri, Mai/ 1, UK)

/

-
- ---^-^-r ^-^ ^ , ^

I. K,

Mati ,4. /Juris—
10 lliH. Butter

* ^^~~^-^— ._

\ 4 hoxft Soildx .'"r.

1

5 thg. Tea 'lOr.

50 llin. Sutjar
'/.;<•.

'<
j
a '/. Jonett—M Ih. Crock Butttr

I bag Piitatws .'Or.

Oraii. .Siiijii)

4

Cofiet SIll/or '••-.
J. Jonen- —

1 ilox. C< lined Corn
2 hwj.i Ptitatuea

' 10 m. Butler 91.0.':
:

h\
- ..'/e.

'

«.

./. Daris—
I M)l. Sugar

1!) !

•t

('. ruiiiH-
1 hhl. Gran. Sugar 1 1

10 (hit. T.n .
1 il

i lib/, iluhlen Si/rup
Aote—..'0/.yi!in^_ .! „;,,,,

40,:

*< fl-j
'

Mtlsc. Cr. Tntiil Sitirs /Of A/fa/
Il

i\

J III

^ III

'
.'i,i

i; lUI

1 till

J .'II

1 III/

14

4
(J

lUI

III

10

50
00
00

10 .',()

5 *0

1 .' ',0

i

i

.'4 50

I

';/
\ 10
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EXERCISE XXXIX.

sale.) „ppoH.te the U,M. for each set. (See .Sp.cin.e,. «.le, Booklor May.)
° ^^"^^ '"""'

Re8«ltg:-May 22, Md^^.Cr. (total «ales)
- * 61 10

June 15, " 'I .

July 14. " "

Auj?. 17, " ."

1,231.20.

EXERCISE XL.

Results .--May 22, fa-sh «.„ hand ., , /
, ,. " - f 115.55.
•luiie 15, " •• '<

July 14,

. ,. - - - 521.20.
Aug. 1(, •> " i.

- 179.80.

EXERCISE XLI.

how many entries might have been omittprt ft-n™ v,»
"""caiea ,u>ove, it can readily be seen

been used in the recofds of Sets 1 2 aid 3
^^^^ ''°"'°*^' ^*^ *^« Sales Book

EXERCISE XLII

opp..ite the amount ^500. At he Le tin tu,^ .
' t"

'

T.
"" '"'*"' "'""'" "' ^^'^ <^'''^'' B-^^

Write in red ink in the date ':;Zn"p;:;;;^;br; t^;^"^^^^^^^^^^^ "Tb'T ^VT T'th.^ entry could have been posted from the Cash Book ^Vhen oJ^ fi. P f ,
' " '^ ^ ''^'''

ti.e corresponding entries in the Journal marked
"

B
't^^^^^CT 7 "^ '"''""'' ^"'

might have been omitted from the reimlar Jnn«,ai w ?u ^^ u
»^^" ^""^ ^^^^^ ^"^^««

records of Sets 1, 2 and 3
*^ ™*^ ^^'^ *^® ^^"^ ^^^'^ ^««° "sed in the
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(ilAPTKU IV.

PROMISSORY NOTES AND CONTRACTS

on the law of eon.ructs which. i„de.l'is the l..rof , 1 ou: ' '"T""'
''''"' "'"»^' '^ '^^^'^ ^'^

bu.s.ne...sof the railway kin, to that o; the hunrst / J Z'""', ^^

"^r'"'
''"^'"^^^ '•'^- ^-" ^»-

«.. eollection of pn..n..or, aotes .hould therefo Jr;! r;:'''''';'^'
^'>,\''7"««. '-uing, receiving.

Before tak.ng ,.p the le.di, g faa« in connection wTth thet ""T'''"'^*'
"»^ '»- ^'-ve mentioned aet.

recording them in actual business, it „,av 1. 7l
"

h- t 1
"'!' ""«^ "' ""'**'' *-' "- "-^'-l of

'I. N..I.- sou.e attention to the subject of contacts.

PRINCIPLES OP CONTRACTS.
BASIS OF THE BILLS OP EXCHANGE ACTA ci>iiiract is an agreement iMtw.-cn iw

» c«u..i,leration and is enforceable hy ,aw. "
'"' '""''*' '^"""' '" ''"' '"' '"" '" '•"• ^"""' Particular thing for

A vui.l or illejiaJ c.ntract is one which fn.m fl„. 1 • • •*• ''-<" i" - '•• p..- ... i. ,l,;t:. ,:';,',x'.

"
"
' '""'-"'' "^ '- »' '•» »• i'««i

A Contract is void when
1. Its terms are impossible or contradictory.

A may .....iv.. th..,.on«i,l,.,.atio„, but ]J ..an .,, .

'
"' ""^" *''•"'' '"• ^'^-' '" »"""'«'••

. r„ .,„. .,., ,„.„„„,„,, „,„.„^^. ,„ .„.,^^.^^ „^ „,,„,::::;:„::
"

- •' •'- •• ..•

^""'•^-'''''*;i-;i-*::,:;=L;:;::::;;i;^;;;:-

cannot fon-e him to do the smugKling
*' '"""'"''^' '"" '^ "' ^Le -namon,!., but

""

"
r=;::; ;::::=rt :s;;:r >^::;;:r;,;:-i:;

« -

A Contract is valid and enforceable by law when
1. 1 1 is legal.

2. It is possLljle,

3. It is assented to hy both parties.

4. Roth are competent parties.

r>. There is iir fraud in connection with it.

f>. There is a consi(ierati(m expressed

4S
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HOW CONTRACTS ARE MADE
Contracts may be Classified under three heads- -
Ornl, Wrilt.-n. aiiil S,.ul,.<l.

n..i.^:;;;::-:,!^!:;;;u;.:'u: :;;;;;:: ::;;:::r;;:t;:;:t:::::,^
--».-.

Oral Contracts Hold

(1) When- the !uii.,unt (IrM's not .•xc.-h.I mo
(2) When t..e tin.e for ful.il.nent of ...:.,.; .,... ,.„ ,,,.,,, .,„^ ^.^^^
(J) WI„Te Itio H.uount involv..rl ox...... is .^t() arnl il... »;..,„

.'

"" • w-i" ii.-oi;::;l;i:, ::;;::,:;'::::
"""

"
• "" -

."'
"--"" - '•""' • - --- " K.™:,;.

,..„, „ ,,.„

i....::^"'!::r:r?':;i:^r::;:;:*;-,::-" '- ^- •- --.
It will 1... ,.v„ip„t to ,l,e tl,ou«htful .stu.lent that, in ,ii.,.„ M„ ,. 1

•

very .Hr..ful what .stat-m.-nts or p.-on.is.s 1,. n..k..s ,v -.

'

?' I"'"?'-"-". 1- sh-uM U.

too ...o,. iar,.o,luce tl.e us- of ti.e letto^hook i,. hi. uLJ'^,';Z,lZo.
'" '" ''"' '""""' ""' '""""^

Written Contracts nre frcdupntiv nut ;.. i i i

who,. .onn..t.,o what .s,oh;j:;::^.r;:'t/;:;'^':T- '""'i'^'
'^ ^'"^"-

• '-- ^'"^

r^t.....n T..h.. an., Trustees in A,pen.,ix ,o plll-nis-'liN^WnTTo
''''''' '''" '"'

' ''^''''"'"^

Sealed Contracts are thoM- in writin-' si i ... i . . ,

generally ..alle.l"F)ee.l Contracts" or "I)ee.ls" H., T
' ^""^'•'"•ti"!-' F""-ties. Thev are

f.-.- of ian.i. or the .i„e ,o a ..rn.. hut a„v ..-tract i:;;:: .;;;;; x^^^'v''^
^""'•"" '"-'-"^

'' '--
s.,n.ture. They are hindin, without a considera.io; jteMir^'^V"'''''^

'"''"''*'' ^''^'^

Z '

"•"' "^""^ ^"'— ' ' -'^'•-- ^:i«"
-"

';:-:;;:" t;;:.:rThe foUowing Contracts to be valid should always be in writing • -

'''

"'to:::2sz::z
'

'

'
'-'^- -"- "-'-^ - '-— -^ ^ ^ or

(3) Where nmrria^-e is the consideration of ,!„ ..erfornr.n,.,. f
promise of the marria;... is n.a.le).

I'"tonn,.n.e ot some a.t. (Not where a n.ere

(4) Where Real Estate is invulved.

(5) M'here the amount involved exceeds >5tfi .., i

.«. «•.„.. ,„. .i,„e ,,„. ,.,„,,,,.::::: V ,r::;:r -"v;"
'-'-." ^ .,.»,„..

in (.-,).
'"

•

'"• •'"' "" {""-l"^! <'xec.,tion is ma.ie as stated

THE CONSIDERATION
There must he a • valuable consideration ' to support ever^• contract -1for do.ng or not doing the .speciHed a.t or acts an.l where n 1 f eon^iderat.on is the price pud

in writin,, the law will not ai.i in enforcing l^iml:,^ 1 :,r;:::,:'"';r';
''''' ^''""«'' '^ ^-"'^ '« '-<J«

owing to thi. feature of contracts that the relic M^tlue 'fie' li "-^ '""'"" '''^'^^''''•^' ''^•^^- ^^
''^
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PROMISSORY NOTE.
LEGAL DEFINITION (copied Yom Bllla of ExchaiiBw Acti^A P,.,,nisH„ry X..t« in an »n.-..n,liti..nHl promise i, ,,.,„«. „„ul.. l.y .„,. ,„.,..,„ ,„ „„„„,^r. muikh] l.v th.-

M> in« <>ni»T m, u s|it>cintil |mtm)ii, or t<» U'lu-cr. '

It will thus I-* w-rrj that tli*. I.'«.il r.<|uirpnienfH <.f ii pn.rni.ssory ii..u« iin- as follown :—
(1) Tht-r-f. must \m an niic(Hi<liiii)nal proiniw to yny.

KxAMi'i K I -A ,„,„,„«. ,„ ,Hjv ..,, ro„.liii.,„ il„,t the matk.l pr.r.. „f wheat j, ^1 Or> „r ov.r .... ., »,H.,.jHf,l .lav

(.) Ih.. profiuM, n.ust Ik. fur tl... puy.n..|it of money, ami the Hum inuHt l>e Hp.-.i»i«l.

*''"*'"!';,';.
..,i''T''^;

^" ''"'*'"'
' "It"^^""'! .lay « ....tuin qimnlity of whr«t or oth.-r ,.r...l,ue ,1.-. „„t

(3) The .laU. of ,my,„ent must \m sure to nrrive, that is at a tix.-l or d.-lerminable future timo.
NoTKS :-(,!) A Hm-.1 fiiiiiir lime iih-hiih h ctit»in miniU-r of davi nft.r diite

'"
''''w;^:";'"'t!";:hap;:::.""""" "

'^^"'"" """'*' -' ''"y- ""-^ ""• "™"" "' '" --'t

F,.M,.
"' ^?" '"'•"""' "' " »'"""'"""^V ""t- ma.le payahl,- on a contingency couM not t* ..nfor-cl by law.

EXAM|.|.km:-.A ,.„.„,,«. to ,M.y #I(NH. t.-n .lay« after tl«, ac-, e-»ion of the I'nnc- of Wale- to the thnme of

de i^ h T """. " '*'' !"-'"""*""^y """• "" «•" <l«t- of n.atnnlv wonl.l Ik. an inaet.rn ina e time.lep... .lu.K on a . ontn.gency. th« a.cHH.on of the I'rinee of Wales to ine throne (*,„« an uncertainty.

1„.,.l
'"'"""'" '" '"•' *''T V" ''";-«'«''• •>"• '1-atl. of the reigning S v. reign of Kt.Klan.l woul.l he a

IX rc^l-'umfy!'"'*"'
"" ''"•' "' """""'^ *""''' '* " •'••«-""""''•'« t""<-. ^l- .l.a.h of the Sovereign

_ FOII.M 1 (nimji.k makku)

51$*^-^ 6-0

DUE NO.

te-c- HLx^Lufui

Jlir< / L/i(iiu
, Julij J, i(j(\

ftf tc / ftfi ^^, J
{Stiiiliut'H \niiif hrrr.)

jiUuiljK A; hr,u

,. I L Lf< /'
I /

t JAc •jK,H(tu/(' Jjutt-L r.j (L>f(H(,(f,

'filttx I c tt. Uc-er'.

> k c ic-

^

A. H. lii'csor.

F(1RM 2 (JOI.NT MAKKRS)

"Sy^o. 00
DUE NO.

( Stuiltitt'M \ii iiif fifri: ) ^ J
e*^ 'f ir/i/,

a-zfyci-f./re.

— :,:, (yr./Arfu,

Aryifi.

J. H. Armatroiig.

J. E. Steele.



The Partial to a Note may be,

( I) The iiiakiT.

(J) TllK {Niy«4>.

(.1) Tl... hulll.T.

(4) A holilcr ill tlui- (••iuih

(5) All iii<liir<4«>r.

(6) Am iiii|itrHi'i>.

The Record of a Note may Inelwli^

' 1

)

Till- i-isiu'.

(°J) 'rii>> iicKotiutKiii.

(.1) Thf <li'i'i>iii)tiii|{.

(4) Tl<' ilishiiiior.

(•'») U'st.

(•>) I m ''liurne.

Th- maker is the ,,Hrty wh.. si^ns it, thus cntnictinK to ,miv -M,-.,r.iin^' t.. tli,. tenor of the not.- Tim
payee H tl... ,,.irty ,„ wI...m, („y.„- it in .irawn. „,.,| .h ih., first holder. Th.- holder is th« ,.HV.,. ,.Hm.-.i in
the »..Kly of the „ot.., or «,.y s, ^niu-nt purty hnvih^ th« MHine ri«ht to ciU-ct. A holder in'due COUrse
|s ,i„y ,«„.,y, who ... K.HKI fHith an.l without n.,ti,-^ of frau.l or def-otivH title. ItHxm.CH th.- hol.ler of the not«
U>fo.e n.,a,n.ty. p»yi,.« v,vlu« therefor. The law reKunls «h valid the title to a pru,ni.M.,y i..,,e ohtaine.!
ui..ler the alnive c..n.l..io„H, an.l will anMMt the holder in the rolliK-tioi. then..f. notwithstandiiiK hi.v counter-
cla.nm the n.afcer .nay s-t u|. aKaii.«t the original payee. An indor«er is any party other thai. U.e nmlcerwho wnt..H h.s nan,., on the f.ont or hack (usually on the Imek) of the note. The indorsee is the par. v i.iwhose fiiMir the note is indorsed,

MAKER'S AND INDORSER'S CONTRACTS.
'n>e Maker, l.y ^ixlli..^? a note, contractH with the payee or Hulme.,uent hol.ier to pav tj,.- money

HCCoid.i.K to the |..,ms the. f He is prin.arily liable an.l is ,all..l the principal debtor.
The Indorser, hy indo.sin^ a note, eo.itracts with suh.se,,ue.,t holders that the maker and all indorsers

prior to himself „,-e al.le to pay. ai.,1 will pay the money at maturity aecordillK to the terms e.xp,..-s..J • an.J
that If the milker and prior indo.sers do not pay, he (the indorser) will.

rt is imix.rtant to no, i.,e that the iiulorsers coiitra.-t. or guarantee of payment extendi onl v to the ,lay
of matur.ty. He does not cont.act to pay at son.e in.lef.nite futu.e ti.ne, in ea-se the maker .!.«. n,., do ..,
hut to pay at matu... y in ea.e the n.aker d.K-, not pay on that .lay. H no notice of non-pavment is giyen'
to the mdoiser, at the date of maturity, he is dischaiged fr his guarantee ,is though the note ha.l Uen
paid. Hence, ,t is very important that, in any case whe.e a n.,te having an indorser on it is not paid on the
day of matui-ity the indorser shoul.l l« notif.c.l of the i -payment not later than the next l.usine.s daym ...-.ier to hold h.ra liahle for payment. .S,.h Mills .,f Kxchange Act 1890. See. 49.

(1> ISSUE.
Dating. A note n.ay !« dated earlier than (ante-dated) or later than (post-dated) tlttj date of

signature. ,n o.der to change the tlate of maturity. If imulvertently .lated on a Sunday, a note is not iherehy
void, piovidcd the note or the contract on which it is based i.s not made .m Sun.jay.

Due Dating. When a l.ill payable is i.sued, or a bill receivable is received, the due dale should be
reckone.1 an.l ma.ked on the face of the note, and from the.-e en. tcI in the I5ill It-ok. with ,„her
particulais for future reference.

Days of Grace, A not4! nominally falls due on the last day of the time stated in tli.- b.Kiy .,t the
note, but legally o,i the third day after, three .lays .,f grace l,eing a cust.m.ary an.l legal a.i.lition tu'th,. ,in.e
stated.

When the thir.l dav of grace falls on a Suti.lay ..r a legal h..liday (non-juridical .lay), the note is pay-
able on the next jii.-i.liial day.

Notes payable .... -leman.l a.e n.,t subj.-ct t.. any days of gnic. "
-it a.-e .lue and payable on presentation.

Time. How Computed. Whc, th.- time is expresse.l in months, .•alendar m..nths a.-.- us,.l an.l the
in.ie IS .•.„n|.ut...l from the giv.-n .lay of the month state.l in the dating of the n-ie, to the .sa.ne d,.y of
the following months; but when the time is expres.se<l in .lays the netual numl-r ..f d.^vs must be e<-.:in'!,-.|

exclu.sive ..f the <Jate of n.ite.
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(2) NEGOTIATION

The c..m,„„„e,st example of n.gotiahle paper is ,. Do,„i,n..u N,„e .„ liank IJill wl,i .
•

iH'.l." ... bearer, an.l is therefope negotiable hy delivery only.
' ''' "'*''"'>'' ""^'^^ P*^

(3) DISCOUNTING AT THE BANK
I)i.soj,„itinjr a note at the bank in.iicates the transferrinir of it t,. 1 1.„ I i, • .

t"-
•

J-'-— 't that a bank will advance orlen^oV a . ::^
"^^

T7'' 'TT^^
""'""^^'^

tho interest at the current rate (hank discount) on the fa^ 1 . f Z
^I'xeounte.i ,s the face value less

i-l".lin. .ho days of grace. This l.nk Zu t^ U^ :^:t:J:;\^ZT "'^
"T '"' "'" "' ^""'

->ney bon.o.e.l. called the proceeds of the note, and i. l^:::;:^:::!^ '' "^
'H'

"^^ "^ '"^

^^'" -' t their obligations witi^^t:^:!:^;^ '^ r::^
tui: r.'^ :'r '7

*""•"•- ^'"^^^

the discun.s. The ha,>k, however, chan.-s a s.ntl'l fe^fo 1 c ^ "T
*'"' «'"^^'"<"'. t''"« -^ving

P1.-0 wi,e,.e the collection is to 1. .ad.Ct^; ':,..:';"';:•
,
.

""
'

:""
't" ir "

''^'*"^" "• ^"^

K-.r this reason banks do not. care to discount lien notes on the secri.v f ,1 - • j
as their ,i„e and -ight to collection n.ight not 1. in.lisputal.r V^ ; ; U^^I^T

"'''™'^"* -'^'
-,.,age of the face value of these notes to the hoi.ler, but will re n ire hi,

' ""'" " "'""" ^"-
b.t.,k for the amount advanc.l. an.l to in.lorse .he He V .

' *''" * ""'' ""'"
P'^-'"'^'''*' *" ^^e

collateral security for the paytn^.t of U.is !::!
"" '"'" '" '" ''"••^' ^'''^•''

'^ '-'<^« ^ '^'^^''•0-1 or

(4) DISHONOR.

boid.^:;;i::e"':l •?;t:^i::'!x;z:ntrir - ^ --- -«—
d

the

is not so present..! on the h^v of mat 'ritv the^ ^ TT '" "'" ^""^^ "^ *''" ""^- " ^^^

Exchange Act 1890. Sec. 45. 46
'^' " "" ''"'''""*^ *'''"° »'«''• «=«ntract. See Bills of

(5) PROTEST.

..„ .i,;';:;:2nrf. ::;;;':;i!ri: :',*!;"';':"
t,

"""' - '"-- "- '"= ^"^~ »' "«"«»« "™

<6) DISCHARGE.

' »< next pu^'e, —
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KINDS OP NOTE.

- Negotiable by indorsement and delivery - F.vai.ie t« oHer.
Cuncel "iH-arer" an.l „rit.. " order "

(K....„ I).•"< Non-Negotiable

4. Joint

'* Joint and several

6. Chattel note (seldom use«l)

7. Marksman's note

l*iuiil)le to puyee only.

<'am-,.l -..r bearrr ' h„.1 writt- "only- (Forn. 1;.

Si^-nod hy two „r ,„.,re n.ukers. e«,.l. fontructin- t„
J)ivy nil ciual .sliar.! (Form 2).

"

;

- Sis,u.d l,y two or ,„ore inak.Ts, e,uh ......trHrtin^ t<.
pay an e.jual slmro, or thr w i,„le Hm„u..t if the
others do imt pay.

Write -jointly and s.-vrally "
afl.-r w,- ( Form 2).

- Payable in goo<is instead of money.

- Marked by one wl... cannot write his n,in.e.

(Form 1). fc„
A. Jotie,, J ji y^ j^^,^^^^

note non-ne,.,tial,le an.l prevents tlu.rie f .

' ^"1 '"' ''"""' '"" ""'> ""''^- ^^'^

|.«
.v„ „„ ,.,„. „ ^,::z::^::::.:z:z:zrz:z :;: ::•;:'

r
>- -:

d-orpart.cul.rs reganling Liens, see K.S (). 18!I7 Chap r.3
)

' '."atur.ty.

'
*=-'i::^.-.«^ --"- .'-.
sUnding of the indorser.

^ ^ ^'^'^"'' """"'.^' "" "'•' 'i>.nneial

''''^^^'•:^':::j:::tZ':^ri,zrTr7:,T «

•

• - >- •- -i-
""<'•"

.«;. :.zJZw::::r::!::t:z"" ""•' - """ - - -' "'

INDORSEMENT.

to a.IJ:.::t;;;:;:";:::'jr:::r:': T"- r
'"^ "

"
-"" - ''- """- -' -- •••• ''•"' ^ it

payable t.. •• ..r.ler," in wh e e I 11. "1 ",
""' *'"'"""•

'"' '" ''' '""' ''^'"^ ^^ -"' P-M- .nJe
t« pas.s his title to the next h.!;:;:.

""' "''""''
''' '•'• ^'^ '"^ "^^ ^ ">'" ^-i^ "^ i^ '" orde:

The object of in.Iorsing such paper is tw„-fol,l :_
1. To ptt.ss the title to the next hohl,.,- „r iu.I.lers

'"=:"::':i;:;:^:t:;:;t::-,^;!::;;i;::';:-"'
' --.

«. »^;.;t::i::;r:::,: -i^-n^r-rt: t: '-r -- - -"- '"
"•p""-' ""-in. s 1 .1.. t,.r i,. ;, iIL ; ;

:"
,

'"7 ,"' ""> "•<""'"* • "

», o„. „, u. i,„,o„„, . ,,„ „„„ ,. .„„„ „,, ,,„":„ . ^'*'; ;-3-7 ""' •""••• f"....

lias recourse n.niinvf (i, u.... - 1 ^ „; i .
, ..

' ''
^^'

' "» Tiay have to pav the aii.,..j,!>

.^ubaequent indole. ' ^ ' " " "' **"' '-""•"^^ ^'•""" ^-' -"^- -«« -'- one of the prior but not

An indorsement .nay ,. made in variou, way. each having .. particular . n'ect on the note or indorser.
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JUND OF IND0H8BMEIIT.

1. BlMk . .

2 Pull

3- Qualified

•• PuU qualified -

fi- Beatriotive •

« For partial payment

7. For deposit -

Hu Ih. Mme effect u Bl.nk, bm rcle»,e, the indoraer from Ii»bUity
to p*iy.

Has the unie effect a« Full, but rele*.ws the indorser.

R.>alrict. the t>lle u, J. Jonei, who cunnol g,ve . good title to .notherM long u the maker nu t claim against him.

Acknowledge! a partial dlwharge and acts n. a receipt.

Dir«t« the bank not to pay to hearer. h„t to deposit proceed, to the
occonnt of the indoraer.

8. When a note i. imlorwd to . bank for collection, the indor«r .hould u.. form S

9. When the bank to *hich the note

to be made, and requirea aome other bank

i. given for oollootion ha^ no branch at the place v.'here the collection I.
there to collect for It, form 9 should be used.

Aooonunodation versus Customer's Notes,

0. When a buain^ man indorse, a c.tomcr', note and discount, it or obuin, for it a loan from the bank

^
of cour,. become, i.hl. to the bank for p.vme„t. ,„ doing .hi, he a«„me, „„ ne. liability. Sho 1 ettto pay ,he note at m.tunty h. i. merely pay.ng oack borrows! money and will have the «me ri .htto 7.

the amount from the c.tomer a. he had M..r,.
' "«'" '" """'

Such i, not the case with an accommodation note. When a man leod, hi, n..mc a, pavee or indorse, a note ,oraise money to accommodate another person.' he assume, a liability that had „,. existence i.fore a„7 for" hhe ha, rece,«a no value. Should the m.k.r not be able topay at maturity the indorser must pay the no,.

Many men are ruined every year by indorsing accommodation note,, and it i. a goo<l rule never .o 1

..,,. „„t your o.„ customer, note., nor to lend your name a. p,.. when no value'tTjZZ
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WRITING NOTES

EXERCISE XLIII.

^I U^
""

':,"
""'''' ''''^"^""" '^"'' ^''^^*' ^'"^ P">-''« "^ tl.e Mav h..si..e.ss

)
ywou.,o„ prefer to hav. f.e ..iUs rec.e...,.,e ,.a,aMe at ,... ,....;

wouia yo„ U.T W,.at w..,.M ^iJ;!! i^i^tiZ.^.^^r"^"
''" '^^""-"'- «"- ^-"' "' ' -.„.it

('/) If there is no hrunch of the Con..,,.,, ial R,.„k of C.,,.,.! "i„ n .
non.i,.i.,n IJank. a,.,l .....r bank «..n,ls the notes to,' . '

?, 7 '""""""''• '"" '- "f '"e
.•n,lor.en,entuonld your bank ,..^? VVhat . iJ .^e L^.^M

f'- cUecion. what f„nn of

ie) What is the greatest a.lvantaue in n,.ki.
"'

'
'" "" ""' "' ^""'"""" '

fc a.lvantafee ,n n.akiny your o«„ notes payable at your own bank ?

EXERCISE XLIV.
1. Write tl.e three Bills Receivable of the June In.sines.s.

(«) If you should want U, raise money on th.'se b,||, „„ I,,,.- 1 .

co„i,J you obtain it?
" " •'"'

'
'" '"^*' J"'"' '"'•""ti^- " wholesale .„. that .lay, how

ib) In discounting the.se notes what in.lorsen,..nt woul.l you plaee .„. then,

'

" 'Z ::^rr" r:.;';;t:;::^:""-
"""-« "" '-

^
•"«' -- -- - .-. t.. ...e

X..Tl.:.--Uso the fo.,„ „f s.,lntion given ,ag,,. 10, Cbap I

(./) U hat woul.l \^ the total prooee,Is of the tin .-e notes '

•"

" ":-:-:-^;z:::;jr:j;:;;-:;i:-;,-,;-> •- -•» ~..-^.. ...... .„„

2. Write the Bills Payable ,.f the .lu„e business.

(") If I^eslio & Co. owe vou .•*l(t im ,1,.. ......

a.....u..ta,..,re.,ee..,^.:.;;::;,;';;:;i^;;:-;,:;-
-:''•'" """"- '-- >•"• •"• •«'' - "..'uet this

'" "
t:M;* ""^l;:

'"«"'""' ^'- ""'' '-'- --'*3-. -""• 3 - ..p this eou..ter.e,a.n, against then, to the

''
"-"-'i-l^r:i:;..=^^^ -- ^- •- ^.e fo„ow,ng d,,

note to Leslie & Co. after n.aturity ? Why ?

""'"' * '"'"'' "''"'""•-" "'""'> "» t'"^

('/) H.)w eould you wor.l vou.' note to !.««];,. t c".

... ...n, „. ,„„;. „.., ...,J'::::r;,r::;;njz.:;r:2™ l;-::-
™'-

"

--

EXERCISE XLV.
1. Write the Bill Reeeivable ami Bill Payable of the July business
2. Wnte the five Bills Receivable of the August business

;:r:-:r;';r~zi;~.:::*- —.—-^
('0 Would the bank accept this note as collateral or discount it ' Why '

3;J»;
"te the i^.. Bill^^ble of tl.e August business.

andl—itl^HTrir^^^^^^^
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BOOK-KEEPING OP PROMISSORY NOTES.
BILL BOOK.

The Bill Book records the particulars of notes receivable and notes payable of which the most important
are the due date, the place of pfiyment, the names and places of residence of the maker, makers, or indorsers.

It is very important that the book-keeper know the due dates and places of payment fit all notes receivable,

maturing each montli, 8<j that he may have tiiem presente<l for payment at the pi'oper time and place ; also

cl ill' ..le notes payable so that he may provide fund* for their redemption. See Bills of Exchange Act
le'JO, Sec. 45, 55.

Though the holder of a note is not require<l by law to lo<»k after the malcer at maturity, but merely to

present it at the place specified therein, still it has become a custijmary act of courtesy for tiie holder to

reiiiind the maker in writing of the due date and place of payment a few days prior to matui ity, so that he
ma/ provide the funds for its redemption. The Bill Bwk, primarily an auxiliary lxx)k, was designed to

tabulate these important facts, so that the lx>ok-keeper could see at a glance what notes require<l immediate
attention either as to collection or redemption.

Some business men take charge of their customers' notes and attend to the presentation and collection at
maturity. The great majority, however, place them under discount, or for collection at the bank, which for

a small fee attends to the notification, presentation, and collection, and when this is done the Ixxjk-keeper's

chief concern about them is the posting at the dates of receipt and payment.

THE BILL BOOK AS A B03K OP ORIGINAL ENTRY.
The student will observe that the five notes of the May business recorded in the following Bill Book

were recorded in the May Ledger with the date ;md amount of each, the other particulars Ijeing obtainable
from the Journal, or the notes themselves. It will thus be seen that the Bill Bonk is primarily an auxiliary
book, furnishing a summary of details found recorded in some other book or books of the system.

This double record is quite unnecessary in most business offices, and the original record is now generally

made in the Bill B«)k, and omitted from the Journal, the posting being done from the Bill Book, which has
thus become a book of original entry lu Journal form.

By examining entry No. 1 in the Bill Book, it will be seen that J. Jones' name is written in the column
headed " Maker." This constitutes a .Journal entry, indicating a credit to J. Jones' A/c and a debit to the
Bills Rec. a/c, and might have been posted from this book as well as from the Journal, the number 2i in

column headed l. f. indicating the Ledger page of J. Jones' A/c. Where the posting of such a note is done
from the Bill Book, the entry " Bills Rec. To J. Jones " is omitted from the Journal. (See Journal, p. 22.)

FORM OP BILL BOOK.
BILLS -

No. waws
KiiEivm

PuRTKI*
TO An«UNT or

L.F. Makfr
A:«1 iNIXIRItR

PO. ADOREM. WNRIIC
PAVARLK.

1
i

Afni/ 17

^a1

J.

V.

c.

Jfinen

('mIUh

S. Frnner -

^4
•

•

/. JllUHt

C. Ciilli^

C. .S. frnaer

BILLS

auelph
It

•
1

Cvm. Bl. of C.
.1 *t 4i

s June i . 1
••

No. Whkx
i:iVKN.

Ponin
To AlXXtUMT or L.F.

•

•

In vhork KAv.m P.O. ADDBE88. Whrrk
PAYABI.ir.

i
3

May :

s
IS

A. B. Scott d- Co.
t( It

1( <(

A. B. Scott A- Co. -

*i it

London
-

-

Com. Bk. of C.

(< t*

•Thew note* were not credited to the perwmU »/(!• »hen received. See entriea In Joar>i,-il, payees 21. 22.
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(«) When a customer buys goinls on a/c,

(A) When ''fl''*'""''' ^r-
^" '^^''"'' " '' '^''"'^^ "' ^^'^ «'*'«'* P"«k «•• OnJer Book :

('') When a customer gives his note on a c,

/.> WK ' ^f
''' ^'''•, ^''- ^^ <"""'«»"''•,

" >•« recorde.1 in the Hill Book :{c) When a customer nmkes a cash purchivse,

"Cash Dr. To Milse. " is racorded in the Casli Book •

el?ll''t' W,'" ^"'' "^"".^ ''"*'' ''"^ '''" ^"'^ "^'-e named, being .Kx,ks of originalentry from which tlie posting is done direct to the Ledger.
(rf) When Cullis bought gcxxJs on his note May 19,

"fi?7Z,<( Rec. Dr. To M>he. " was recorded in U.e Journal. (See p -'2)
The sale on note (./) does not affect the customer's a,c any more than the .nsh sale (.) pavnu-ntbeing ma.le in bot^i cases. There is a possibility, however, that it n.ay do .so b.-for hH

(e) The customary entries for all .sales paid by note are -
(1) " Cus^„rer Dr. To Mdse., " made in the Sales Book, along with all other sales on note or on

(2) "Bills Rec. Dr. To Customer," made in the Bill Btx,k

be ZlZ *''r ir
'"'"'' -7-'«'J. they will balance each other in (Customer's a c. which will thus notbe affected unless the note xs di.shonored or returned, when his a c will be charged with the amouilt

EXERCISE XLVI

Ju.e'^uir.nT'A'"" ?7
'"''° *°

""J"'
^^ '" ''' B""!- l"»Pi»8 Blank .„d „»,d the „„«. „, ,he M.,,

note of a set. ^
'

"'' ^^ ''"''"« ''"^' ""'^«'' **'« '"»«»"* «<" tJ'e last

Number the notes consecutively through the three months in the oraer of thei. receipt or issue Whena note IS paid, the word^- Paid " with the date of payment should be in.serted in tJZJL. If adiscounted note is returned by the bank unpaid, the word '• Returned " with date shoul.l ^.1^ ^tLn
FORM OP BILL BOOK.

RECEIVABLE.

Date or
NllTE, 1

n
;

-^Odyx. I9()~.
SO

\

,i mos.
, I'M—.

May

June 4 ' S'/dyn 190—.

WHUN iJtllt

— -

I>
J, F. M Ap Mr jf. Jy. Au. 8. 0. K

I'J

2S
i

t

PAYABLE
Date or
Note.

May 1

8
18

SO (l!i». \ I'M)—.
[

il moa.
i
190—.

ii "
I
19U~.

•What e.itrle« should have been made in Jouroal. wo that each,ol th^note. could have been poated from Bill Book to the per^^ a/c of the maker?



58

MONEY AND BILLS OP EXCHANGE.
Money, which !„« [>ev,x appropriately calle<l the " mechanism of exchange." consists of any

comiu.Hl.iy ustMl to facilitate the exchange oi various forms of wealth.

la early times when man's wants were comparatively few, when he relied less on his fellow-men andmore on h.mselt to supply those wants, the trade or exchange of co.nmoditie. was a simple n.a.ter reouirin.
l.ttle money. In many instances the exchange was sin.ple l«.rter, whereby articles of wealth not required forimmediate use or enjoyment, were exchanged directly for others of greater necessity without any medium

As c.v,l,zation advanced and the forms of wealth Lecan.e more numerous and man's wants consequently
...crease,!, ,t iK-canie necessary to have some medium which would mea.sure the value of the various forn.s ofwealth, in order to facilitate lapid and equitable exchanges.

This mediu.n has consiste<i of various things in different countries and in different ages.-wamnumamong he North American Indians cowry sheUs nnumg the East Indians, whales' teeth an-o^^
Pacific Islanders, and iron, COpper, lead. tin. sUver and gold an.ong the Eu.opeau peoples in different
ages.

I., addition to being a mediu.n of exchange a.id a measure of value, money has Wcome a store of valueIn pastoral t,.nes a man stored his wealth in cattle and sheep which could be diiven, also in fi-uits, spice,and o.ls, winch could easily be carried, and then moved whither he would. In mo,leni tin.es a merchant
c..nvertsal h,.sp,3ssess.onsinto money, which being a valuable and portable commodity is the mo.st easilytransported and the most convenient store for his wealth.

" '

Fro.n this desire to store wealth for future use or transporUtion, the necessity arose of having .some formof .noney wh.ch would not only be valuable in itself, but possess a stability of value subject to slight variations
Tins latter ,,uality of money made possible comme.cial exchange by sale and purchase, the moneyreceived f,om the sale of one commo.li.y lH,ing stored till requi.ed for the pu.chase of some more neededcommodity. "ccucu

FUNCTIONS OF MONEY.

The uses of money may be stated briefly as
follows: -

( 1 ) A medium of exchange.

(2) A measuie of value.

(3) A stoi'e of value.

(4) A standard of value.

QUALITIES OF MONEY.

In order to perform these flinctions satis-
factorily, money must possess the following
qualities :

-

(1) Utility and value.

(2) Indestructibility.

(3) Divisibility.

(4) Portability.

(5) Stability of value.

In Homer's time iron was more valuable than copper, at that time the most useful and common metal

by Char es'lV uS"'"' f ""T^
"" ""^ '""^ '"'^'"^"^ '" Massachusetts, tin was coined into farthingsby Cha. les IT., and copper formed a large part of the currency of Norway an.l Swe,len

^

Gold a.s a me<lium of excha.ige was used at the beginning of the Christian era, but afte.. the 7th centuryIt fell into dLsuse, and through the medieval ages down .o .he commercial awake ling of Furl IdTyZItalian republics, silver formed the bases of all Ku,-opean currencies.
^ ^

Since the fall of Byzantium in 1452, when immense stores of eastern gold, as well as gold-bearing dis

::r}rz:rrrr:;:i^7:7 ^--r
''--- '^ ^^" - -^-^ .>-.ei?wee:rz! tz_uprema.j .a.s the standard of value, and now alter more than 40U years during which fruitless
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"rr; rr.-r,:z:z^.^tz,Tr""- :; -r
'- "''-- "»----- «-

COINED MONEY

value 1,, ..u<,hi„g ,h.ir „.|. „ ,H, <lifll;^°t pu^.
*" " "'"' <'''l'8«..n., .«d i„dic.„,l „,„ „„;,,,. .,„,

«.«.! i. ™c.g„izrf even ..|,.„ JelS^I,;,;,,:™ " """ ™"'- ""'• "" 'I" "' ' "•'

wl„»e authoiilj the, m^eive their current v„l„e.
'" "'" """'"" ""I-'' '" «' "'"- <'y

..» .o^t:llre;:r\lt:';T:z:r':r ™""«" :;' '-"---• '^ "^'- -«"
h.lf-oro«„ and cmwn.

^' "•"!»""""• ""'I !»"»•.
; .ml tl,, .ilver 3 ,,.„co. 6 pence, shilling,

Value of English SovpRpmu ti.„

o™.. Britain. I. contain S^^T^l.tlH?;;,,",*!""]' °f ".T "
""" " "» "•"> "' -»"' '»

grain.. .-..., 1 „. Troy, we obtain SS^r"ll 1 T,rj'':' f'', "l
"""""• ""' "-«'' -" "«

.. .3 ... ioUi or .0 1.. Xro,. .hen „i.., iJiii ^roIZ^Lr^f1^/,:^rir"^^^
o..iu.s to tokens, wl.ich ti.ey have ever since continual T.Ttk ^

"'^"' *''"'* '"•'"^"'" *''*^ ^i'^'^''

coins i,s about one fourth of their current value
"^'^ "''"''' ^"'"'^ "' ''^^ '-^"' '" »»- -pper

.lollar is both the unit of value anTthe ™Inev
' 7 '? o "'f

"" '""'"•'^'' P'""^ "^ '' ''•^'-- Th
-ve..eig„(Xl)of the weight ^StZ::^Ztr^::^ Z"^' ''1^ V'^V'''''

'^^ ''^ ^^*'*«»'

four dollars and eighty-six cents and two thirds T. ..^mnf^] T "' *'" """'"^ '''"^"''"" ^ *^q-' *-

tokens for fractional parts of the unit, the foTlr for $V anrf'^ , ^^T ". ,"" ''" ^"f''^"' '^'"' ^"-'•

Suuu^ Canada, ^^ie^ ^.V 8.^ .- and Si. See

• English Standard Gold conuin.l! parts -r<-—'i-- • •

,
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REPRESENTATIVB MON^T.

The exclusive u«e of coined money in conunerce would be impossible, owing to the enormous amount
that would be rtquiml. The total iimouiit of m<-tailic money in circulation in Canada would be fur from
sufficient to make the exchanges of Canadian commerce. In Lim.lon, England, the average volume of
one day's commerce is £20,000,000. To make all th.-se exchanges with metallic money w.iuld require 157
tons of gold or 2,500 tons of silver, requiring over 1,000 homes and waggons to draw the amount.

In consequence of this cumliersome feature of coinetl money, there have come into use light forms of
representative money, which are promises to piiy in coin. Being strongly guaranteed and much more
convenient for transportation, th.-y are accepted just as reii.lily as the coin guaranteed therein

; and we now
have the phenomenon of gold being stored away in the vaults of banks and other financial institutions, and
written promises to pay. or orders for gold, passing as our circulating medium. These orders are the
well-known Dominion notes and Bank bills which, it will Ik? seen, ftiim the requirements of a
promissory note as stated in " The Bills of Exchange Act." The Dominion notes are issued for $\ $1 «•>

«4. $5, «10, $20, 850, $100, $1,000, up to $5,000, the first 4 only ..f which are for circulation, tlie la'rge'r

denominations being refjuiretl by law to be held by Imnks as part of their reserve. The Bank notes are
issued for $5 and multiples of $5. (See Bank Act, 1890, Sec. 51.)

ORDERS.

With the extension of commerce, and the increasing necessity of transporting money from one centre to
another in payment of <lebt, these representative forms have, in their turn, given way to more specialized
forms called orders, or bills of exchange which are now used almost exclusively in making exchanges between
different countries, also between different places in the same country, and very largely between parties in
the same locality.

FORM 1 (OBDBR FOR GOODS)

zSvo. 00

/co- '^Hi/- accn^ /.
Student.
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1. •'^touffer will deliver the "chmIs ti. Ii.l..> w i i ...,.)o<J.s t.) John ^\ ..rkiua,,, hut will charge them to Htu.lent. Why ?

2. Student will charge Workman with *10. Why ?

CT,uro OS 11 18 UMlay, 18 now seldom used m payment of wages.

FORM 2 (ORDIR FOR MONBV)

i^mon/^ O/f^ovewi^i, /^ /^O.

<m.

Qytoeniy &ne ant^

^Ae ^j^ /o //^ ou/ei, o/

\
nna enaiae /a my aec/.

John Ploicman

John Plowman, a hired man in the empjovof Farmer Cooi«.r ha« «Ktoi„^^ a

the amount against Cooper until he olLns the Zey 1,;tjeh totttl
'"^ ""^'"''"' '^'' ^"" '^"^^^

one who,. .....i.le,, -0 is onlftemL a a, 1 fr I^ U T "
r'T"'''"

'"'"' ""'"' ^ P""'--" --l- rather than

removeB or spends i,.s«eaIonWgr- "" " ""•^' "" '*'"''"" "' "P^^'^^ »«' -"-' ^'- ~t when he

WJ,e,i an order i.s drawn in accordance with the requirements of the Bills of Exchange \ct i . f^r th«

oo.,eo«,„ „ .h« p»,«.d b, .he hold.',, . p„„i.„; i: o;-;::i lar""
°°-'

'

" "" """ "»'"

"



If;

BILLS OF BXCHANQE.

f Coitiftl from the HHl» <./ KxihaiKje Aft.)

DEFINITION.

A Bill ..f Kxchangfi ii nri uiicniiitioiml order in writing, luldreHst-d l.y .me person to another, signal by
the person giving it, r.<|uiriiig the {mts. i to whom it is dflivpre<l to"p«y ..n (l.-umn.i, or ,il ii Hxe<l or
det«riuinaljle future tiiii.>, a sum tertain in money, to, or to the onier of, a spetified person or to liearer.

KINDb.
There are three kinds according to where payment is to Ije made :

(1) A Domestic or Inland Bill of Exchange, usually called a draft, is one payable in the same
country, but in a diflferent locality from that in which it is drawn.

(2) A Local Bill of Exchange, usually called a check, is one payable in the same locality in which it is

drawn.

(3) A Foreign Bill of Exchange, usually called a Bill of Exchange, is one payable l.. a diHferent
country from that in which it is drawn.

FORM 3 (DRAFT)

Drafts though primarily used for transferring value from the drawer's debtor to his creditor are now
largely used foi' collecting debts due the drawer in some distant place.

Id tlie above draft, form No. 3, Student of London draws on his debtor, Jas. Daws.m, in favor of his
creditor, I). Young, and so makes the exchange without the transmission of money from (Juelph to Lf.ndon
and Imck again to Guelph.

The draft would be mailed directly to D. Young, the creditor, who would attend to the presentation for
acceptance and payment by J, Dawson.
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FORM 4 (ACCEPTED DRAfT)

1^

%?^

<

«ank of Canada which would collect the amount and place it to his credit in London.
Parties to a Draft :— b„-»-j # tv ^^ . ,

,,, ^ Record of a Draft includes: -

^^> ^™"«'-
(1) Issue.

Is! p™JJ'~^''^''P^'"' (2) Pre.sent«tio„ for Acceptance.

/.v „,/*? ^^) Acceptance or Dishonor.
(4) The Holder. /n r j

(4) Indorsement
(5) A holder in due course. ri\ P«.v„.,, .* r.
... ., ,

('V rresentinent for Pavment.
(6) Indorser. /ex i»- i

^
(t)) Discharge or Dislioiior.

<'^ ^"'^'^^'*''--
. (7) Protest.

CONTRACTS OF PARTIES.
The Drawer contracts with the payee and all .subsequent holders of the draft,

(1) That he has the right to draw on the drawee (the drawee being his debtor,' or hv reviou.s arra««e-meni having agreed to honor the draft and charge the same t- the a c of the drawer).

(2) That the drawee will accept the order on pre,sentation, and pay the .same at maturity.

(3) That if the drawee faiin t. accept on pix-.c„utian, or p.y at maturicy, he, the drawer, will pay theamount to any holder. * ^



M

H . T*** !?™''*r '7 "^""P''"* "'« '*™'' cntmct, with .he .lr»w«r. thn payee, «,..J »1| KU»**,u«nt hoUr,that h., w.II ,„iy the hill ,a iimlurity a,cor.linK to its t^nor.
u'-««iu«nt hokten..

BrinHnirHiL''"'^'
" """'":' " '' ""*"' "" " ^''•' -'""'' ^'™'' " '"• " A'H^ptance." and the acceptor f, th.principal debtor. .•orr„«,Hm,lin« to the "nwik.r" of H promissorv not^ Th. Hmwer who ...nr...,

;j..an.pay...nthythe..w...,i.theflr.t..CUrity^
The firnt uulor^r of ,u. .uxopUnc. whoKu«nu.t....s p«y.ne,.t by th« maker I .Irawee. i. the ,wond .eCuAt.«d corre^pondH

^ the ..ond indorner of . promin^ory note. The eontracU of the otherS to a ,frlft*•re the name a« tho«e of similar parties f. a pro,„i,Hory note.
' "

J .^«*Pf"<;«-
-'* •»' '>™*^'« ^'^•^^"I'tM H .Iraft hy writing the won! " Accepted " followed by hi. nan.e .crowU.e face of the draft. The mere signature of the draw., without a<Jdit.onal word, in sufficient

Preaentinent.-A draft mu.st alway. Im, presented for accepUnce as well as for payment Nedect todo thu on the p.rt of the hol.ler may relieve the drawer and suhse.juent endorsers from tZ su.^ty f aMI ..H duly prosente.1 for acceptance an.l is not accepte<l within two .l.vs thereafter, th h. er nit tJt itaschshonore,!. return U to the drawer and notify all prior parties of .such dishonor
; if 1 does no he sha(ose his right of recourse against them.

"*"

Uo^r7^'"
a hill is n.,t payable on demand, presentment must W ma.le on the day it falls ,lue, within business

Wherj! a bill is payable on demand, presentment must be made within «. «.„ „„J i » t. •

».u.. .„ „„,„ u, ™,w .ho „„.., .„„ j.,^.. UM. ,80,, BH,::; e, :; z : .r« ,"; tfcr legal interproution of a reasonable time.)
' '-'' °'

Protest is a legal form of notice of dishonor for non-acceptance or non-payment «iven to hold the

Oi-dinarily a check is the drawer's order for withdrawin<nii,.n«» !.»» I 1 j • .

i. always p.ya.le on demand. Should the drawer a cfer^'a^^l^^^^^^^^^^ r't ^T^f'

""'

depK^it. paynien. will 1. refused by the hank, and he must either tueriS:,^:*:^^^^^^^^^^^^^^^ Tor deposit sufficient money to raise his deposit to the amount of the first check
^^ ""*'

Business men of reputable standing may, however, by Kivine satisfact^rv .......ri.
manager of the bank to oveixlraw their account^ to a certlinai'Z

' "^ ""'"''' "^''^ ''''

It is the duty of the bank teller to e.xamine every check presented for payment to satisfy himself tK .It IS regular and genuine an.l that the person presenting it is entitle,l to Davment T .7 l
or raise,! check it cannot charge the drawer L any portion oT tl 1 or^^^S^C^^

' T ^"^'' * ^""'^"^

^ one than the original amount; unless it ^ C,r^^^1 l;:^:!^]-:^:^^;^^fraud, by carelessness in drawing his .heck, in which ca.se he woul.l l«ar the loss.

If a bank pays a chock to the wrong person, it must make g-Ksl the loss to the drawer T -arespon.bility n this respect Wnks have their blank check form.s'made pa al le t , 1 : ,.. ^1checks are legally payable to the holder.
P J.i 'le to oearei, as ull such

a. a receipt. The l.nk will ,. responsible for proper indor:rnTa:dpa;me::tt ;:::;!r;rsr
^^^^'^

A lost or 8t<,len check payable to order, could not 1« cashed by the holder without forgery as the hankrequirasev.ry unknown mdunscr to be ideatilled by .some person known to the banker Su .1 u^pay such a check to a person forging an indorsement, it wol l^ar the ir '^ *'" ^""^



«xerciH., of re»«,„«ble care.
^ ^^ """ "' ""-'•»"'"»'• whi. h .....l.l «..t U. .ieCot^l l.y tife

.,..I:j,»irrer::Ltj:ri:'::r.:r,t^; "-— i* «...-..... «., „,. „;.,.

Chei^^kiihkedeinan.l,lrnfUHliouI,|U,prpsente.l within. » u
.H acc...,.,.J hy th« U..k .,n whioh it is drlw^ ?, « :^^^"

l;,;'^::': J*-
"r ,

-^C^rtlfled Check iso„. which

The ^:;':;K;S:;;!:s.ri;;.;::.^^
^'i^--^

^^
'« -^'i^i .^ creed chect

lines, it is payable U, thut b...k only Hueh a chik is » m '"* '"''"" '""'' '"^ '"^•'•^'' ''^^-•*» tl

Exchange Act IH'JQ, Hec. 7:., f.,r fu.ther information reg:,..,
The number, date and amount of ev.-ry check, at . tl„ ., ^ .

entered m the margin of the .Jrawer's check Ixjok l«for , , .h.-ci':
",,^

i

Banks return all checks paid by them, which 8^. , ,s„..,. ^v ,,,. „each month when they, al.mg with all depos.ts f r .v- ....fa,'These checks .should \m retaine.1 by the drawer as ,i,. v „ , , , r.,-».ip,

• — •"-'^"'u ii»-iween the
'We to bearer in any ca«e. (See BilU of

v.muieu (* 'vks. I

1 for what issued. shouM 1«
i '. o r.

.-lt..r ..>

'I'erfd

irrent account, at the end ol
he depositor's Bank Book.

niake » a receipt for May rent.

« rile the checks of the following dates :—
(a) May 18, payable to self.

(4) May 22, payable U> A. Landlord, a.iding words ^ 1 .. I .
(c) June 6, payable to your bookseller.

(d) June 15, payable to your freight agent for June freights

//•!S I
""^

';
r'"' i"*""*'

' '• '"'^"'''*' '^ ''"-" ^"''"''^ ""'"' '" >-•• "H- station.
(./ )

July 8, payable to Trustees of Victoria Haspital, London
(</) July 13, payable to your clerk, a.lding wor.ls to show for what it wu.s givenWhen wholesale merchants send out Statements of Ac.-oii„t f,. .1.^;..

they do so with the object of mak.ng settlen.ereUh r 1^ ^e ort c.::;h Tv'' T''
"' **?'' """^'^

miSSOry notes with the n.ontl.ly staten.ents, for the an^Lus . , rZunts reaZun^t;^^^^^
^'^

to sign and return them m, that they may be discounted ..r otheru-T ,? i
^ "'***'®<'°»*°»°«"

l«».k. Mettlements .oul.l also l.e n.ade bv enrlo^n^ Hr.i-
'" "^'^^

'

" used .n .securing money from the
the notes, requesting the cnBtZentos^^\^f^Z\^l, 'S'*""^'

'""'"« ""'^""« '—

-

unnecessary corre.s,.,nde,.ce on the part of the .ir.n'er and tVi.s re 7^ V
'""

r"^"""^*^-
T" *void

merchants generally employ a b.„ k as u-^ent piis^t J"^^^^^^^^^^

merchant draws on ihe'deUor in h." oln f^;?:: . .tS^r ;; birr^ ^^^^
collect,,.,., or. he may nan.e the collect i„g bank as payee n the 1h, h ff tl .

• ™v u ^
"'^ '""'^""'« ^''«

the draft to a b.and. of the .same bu.k cVi.i be a
'

. f
"^ ' ^^® ^*°^ *^e° forwards

d,awee .esides. This bank up.n "-eip of ,e . J 1^^"1^ "ll"
'""'"''• ^ "">• ""'-• '-"•^- "»'"'« the

Of business for his acceptance If^e re l^T^^
the dishonored draft to the first bank which Tt ".^^tifiert ',;;.";'

' w, .'r;.'^ i

^"""^ ."*'^»
such a b, I upon issuing it, receivi,.,, an .ulvr.nce thereon f,om the 1J,k . 11 [s ,11

'? "' •'""^""""*

the bank on receipt of notice of aon-acceptance chlrllThi^t^llJl^^^^^^^^^
accepts, the acceptance is then left i.iTe bank S !

^^^^^^^^^S him With the amoUUt. If the .bawee
.lischarge,!, and the p,-ocee<i.s forwardJ to Lmk wl '"T'/'^r "„" "'""'"'• '''"'•"^'' "' ''"' ''—
the l^nk usually charges a fee ^f ^"c Lfa s, .: .

•""J-'-'k the collect.on. For making this .ollec-tion

tlie amount of tl.e d.-aft and the tlnTe il ha" to
1"" ''""'"' ''' ''^"^ "^ '^ ^"^'^'-^ ^« '^^—^'-'^ ^o

•S«e The Banit Act, Sec. 82. ^
'

.
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EXERCISE XLVIII.
During Mav Student purchase.! j^.xhIh fiom A. H. Scott A Co., wholesale grocers, Ix)iidon, on the

following (laUiH :

—

May 2, paid hy note at 30 days, 1 T) 190—

.

May 8, paid l>y note at 2 nios., 8 5 190—

.

May 18, paid l)y note at 3 nios., 18 .') 190—

.

(a) Draw drafts which when accepted would Im the same as these iiot«8.

(A) Where would these ilrafts 1k> accepted and paid by Student?
(o) If A. U. Scott draws them payahle in London, has Student the right to alter the place of

puynient before accepting? (See Bills of Exchange Act 1890, Sec. 19 (2), 44 (2).)

(f?) What advantage would it be to Student to have them payable at his place of business?

KoRM ;> (I'HBviTit.)

The Commercial Bank of Canada

Pag ^ C3./ Mnr//oU ^, ^«,^,^

^//ii/ee'een^ M//âaU.

\
one mou//< fHt/tng Q^Hau //. /,90 t, »7 J^ ' Student.

MAKING DIRECT REMITTANCES.
A p. r .n wishing to remit money direct to his creilitor, may do so by enclosing Iwnk bills in a registered

letter, a ni.ih.Kl which is always attended with some risk ; or, by the safer meih.Kl of mailing some one of
the following orders:—(1) Bank Draft. (2) Express Order. (3) Post Office Order. (4) Canadian
Postal Note. ('>) Certified Bank Check.

.Vs Itanks and Express Co's have branches in nearly every city and town in Canada, and the Post Ottice
Department has a branch ortice in e-fry settled locality, in each of which is kept part of the general fun.ls
of the Bank, Company, or P. O. Depart.nent, it is an easv matter for any one of these branches to accept
money and issue an order for the payment of the same at some other branch, without actually transmitting
the money to the place ot' payment.

Each of the above forms is an order to pay at some other branch, money which lias been received for
transmission by the issuing branch. They are always sold for cash, the ani..unt charged being th<^ face value
of the order and the fee, wlii<-li varies ac<>or<ling to the amount. (See tables of rates issued by Banks,
Express Co's and P. O. Department.)

A bank <lr.ift ditlera from an ordinary draft, in that both the drawer and drawee are banks instead of
persons. Tt is similar to a certified che.iuc, in that it is an order for m y actually in possessicm of the
bank dr.iwiiig tiic order.

Being thus orders for money in the possession of the Co. issuing them, bank .Irafts. certified bank

Uniiisiirv chcck.s
checks, express orders, P () inoicv O'-ders and postid notev. .-ire .•i!w;vyj tak^n as cish
and sight drafts are also accepted as cash when the drawers are well known and reliable.

uiry
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BAWK CHEQUE (CERririEDl

,14_32 120.1 "«H
t,1,V*»"' Moxfn-uHuut s... H 32i2(»3

I>OMEVICW KXI»HK!SSC0MP.1X\'
AWj^f- I'iTha.VHMII AVI. cw ^ • ^B^HnBH

^

'^®'#1£"SnaS^
BANK DRAFT

"L&f
NOT NBOOTIABLa

NADIAN POSTAL NOTE ll

"

FOUR DOLLARS

COMMlSStOMt THdCC CENTS

THIS FORM PEPRESENTS A
POSTAL NOTE

$4. I

Dollars! ^^ <»«

,. SIGHT DRAFT

$4.
PUBCMAStR
r' EP

,
THIS

LtNvbvtun
0»RDt CtCI

l^iU'NtOlflct

H^ "^^^J^-- ^^^^^cy^,:<L..
^Lcru£>lox\

(^ ^f^^g..^
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BANKING.

DKPOSIT SMPM—CIlBCKii—HANK BOOK.

Banks accept for deposit the Niiiall weekly <»r iimutlily savings of the wage earner, the working capital of
the merchant, or the fortune of the financial prince.

Savings Account—When the object of the depositor is the storing of his savings until he accumulates
sufficient for some intended investment, the bank opens an a,c with him in the Savings Department, and
furnishes him with a Savings Bank Pass Book. This book should always be presented t« the Le.iger Keeper
whenever .leposits or withdrawals are made, in order that they may be entered therein, and the depositor's
balance shown at any date. Deposits of $1 and upwards may be made at any time in a savings a c, on which
interest is allowed at the current rate, inm the date of the deposit to that of withdrawal. No depositor is
allowe<l to overdraw his deposit in a savings a/c.

Current Account.—When the merchant wishes to deposit the proceeds of his sales from time to time,
not only for safe-keeping, but that he nmy make his payments by check, using tlie l»ank as his cashier, the
bank opens a current a/c with him, and provides him with a regular Bank Book. This book is required to be
presented to the Ledger Keeper at the end of each month only, in order that all deposits received, and checks
paid by the bank during the month may be entered, and the balance set down to the depositor's debit or
credit. As before stated in connection with the subject of checks, a merchant in gfxxl standing may arrange
with the manager of the bank to overdraw his deposit to a certain extent, and it is mutually advantageous
to know each month how the a/c sUnds. The checks when paid out of the depositor's a c are marked " Paid,"
and filed away by the bank clerk to be entered in the Bank Book when it is presented at the end of the month,
and returnetl therewith to the depositor. These checks when returned should U- tiled away by the merchant
to serve as vouchers of payment. The deposits in a current a/c being subject to withdrawal without notice,
are of little or no use to the bank for investment purposes ; hence, there is usually no interest allowed. In
some cases arrangements may be made with the bank whereby interest is allowed on the smallest balance
during each month. (See form of check (»n next page marked " Paid " by bank.)

Deposit Eeceipt.—When a large deposit is made for investment purposes the depositor usually agrees
to leave the amount for a stated time and to give stipulated notice of withdrawal. He may have an a c opened
for his deposit and receive a Bank Book, thougli where the amount is likely to be unchanged for some time,
the bank prefers to issue a Deposit Keceipt, to show the amount on deposit. When withdrawing, tlie depositor
is required to sign and deliver this Deposit Receipt to the bank. Should he wish to withdraw a part of the
amount he would be required to sign and deliver the original receipt and take a new one for the balance on
deposit.

Depositing.—When making a deposit at the bank the depositor should make out a Deposit Slip, stating
the iiuinl(.-r and denomination of all bills utiil notp.s, the amount of all orders, checks and coin, also the
name of the a/c to bo credited with the deposit. He should hand this with the securities for deposit to the
Teller who will initial the slip if he finds it a correct statement of the deposit, and pas3 it on to the Ledger
Keeper for entry in the a/c. (See form initialled by John Teller, thus " J.T.")

Withdrawing.—When withdrawing from a savings a c, the check and Bank Pass Book should Ihj handed
to the L.Mli.'.'r Keeper who will make the entry for the withdrawal in the Ledger, initial the check and pass it

on to the Teller who will then pay the amount. The hanker will always pay a check made payable to l)earer

when sa.istied of the genuineness of the drawer's signature. This is aseertained by comparison with his
signature made in the Depositors' Signature Book at the time of opening the a/c. When the check is payable
to order, the holder, if not known to the banker, must be identified as the proper person by some person
known to the Imnker.
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DEPOSIT UECKIPT.

THE

COMMERCIAL BANK OF CAiXADA

Si(m. L<yndo,i,Jav. 10, itjQ

SpfPtttpft from J. Sfudfi-nt the xmn. of Tiro
'^'otf'nxi Dollar.^, vhich nnm wUL lie jmUl
>>U this bonk to the mid J. Studeot. or hi.^ order,
after thirtif dayn' notice, upon surrender of thiM
certltleafe ovl>/, and will bear interest of th" rate
offour per o-at. from the loth day of Ja ,>., j:tO ,

to the date of withdrawal. No inierU will be f^i id
on this deposit unless it remains three month.-.

A. PRINCIPAL.
Mniiitiffr.

BANK CHECK (MxnKnD Paid by Bank.)

THE

COMMUrCClAL BAiNK OK>^N.\^

$13.00. fJHtnin., -icS>f

5:^-

Tfi/i/rteen

being pay

Lon>

V^f^thro^of A. Lcmdlord

Tj^^—--^^i ^ j)oll„

ymr^^^rrji^^ store No. .').') York Sig paymm(^frrj%l^

do-ii^r^}^i(A<4^nfj Moaj 31, 190

rs

St.,

(Sludinlf tTame.)

NoTr-Tlus ci.eck when icturned to student becomes hi« receipt for
paynici.t of ruU. aud sLould be carefully filed with all other receipts.
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EXERCISE XLIX.

1. Using the B<K>k of Business Forms make out Depiwit .Slips for the deposit*) of May 5, 14, and 22;

June 2 and 10 ; July 4, 6, and 12 ; Aug. 4 and 13.

2. Initial each one by Jno. Teller according to tiie given example.

3. Detach these slips and arrange them in order of their dates, keeping those of each business by

themselves. File them in the order of their dates for use in writiii!,' the IJank Itook therefrom.

EXERCISE L.

1. Detach all checks written out in Kxercise 47. mark "Paid" on each and tile them in the order of

their dates for use in writing the B.ank Book tlierefrom.

EXERCISE LI.

1. Take all Deposit Slips and Checks for May, and compare wiiii the entries made in the specimen Bank
B<iok, after which they may Ije filed away as Wfore, or placed in the vault for future reference.

2. Ta'-T all Deposit Slips and Checks for June, July and August in order of their dates, write there-

from the Bank Book and file tlie papers as Ix-fore.

NoTK. —In writiiijj the Rank Hook leave one space between the entries for the (lirtercnt m-U.

Results :—Balance May 22. 11502.00

June in. S 328.35

July 13. $ 615.20

August 17. .? 247.90

E\\t (Eammnml latik uf (E^nnhu.

in artt. roitlj . Otuelent , JL-aiidai ., C^i.

Month PaKTICrLAKS. I,.K.'!<

INITIAI S.
Dr. Lr.

Dr. oh
C".

-Ci.

Halanck.

yKu, . i

1

L.K.

1

i

1

j

1

47.- l,l>
i rr, no

•• 14 <<

i

L.R. '

|: 1

j

loo nil .7 7.-) oo

ft JS -€ktcl ! ,.K.
1

HI) no \

1

.-,!.-, 00

(1 L.K. : hi nil
'

.-,o> on

!

> >

>

J eko-i-if

1

i

LK.
1

lOlHI

J) a to.

.',1)11

1

nn

ItCl

nn 4i

.

!

l.'llli

i.;oi

.inn

00
\

LK.

1

no
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1

I

nn



71

SINGLE ENTRY.

Single Enliry is that system of Ixjok keeping whid. r«>r„r,U Viusiness transactions with persona only, in
such a way that a business man's Le.iger will show at any time only those assets and lii-hilities of his
business which cannot be obtainetl by making an inventory of vjxlues on hand. It is generally used in
small retail business places where the chief concern is to keep a record with persons dealing on a/c.

Its chief characteristics may Iw briefly stated as follow- :—

The fundamental principle of Single Entry Book-Keeping is the fact that onlv personal acs
are kept in the U'dger, and that only personal debits and credits are recorded in the Journal.

It will Ik^ ol)served that the Ledger of the Meat Business (.Set iv), containe<l a cs with persons only, no
a/cs iHjing kept with things su.-h as cash, g,«,ds a.,.1 expense items. Not having any representative ac.s or
records of property showing cos'„s and procee<ls, and conse(|uently not Wing able to ascertain the h)s.ses and
gains, the only way of ascertaining the Net Worth ,m Sep- ..5, was by tabulating all the a.s.seis and
lialjilities in connection with the business. Those assets and debts arising from personal a cs were obtained
from the I^'dger. All others were obtained by making an estimate of the different values.

Although a record of cash re<-eipts an<i fwiyments was kept in the Cash Book, the object of doing so was
simply to atlord a check on the amounts receive*! and pai.l out, and to prove the accuracy of the amount in
the till at aiiv time.

Hiul it been desirable, a recooi of goods—costs and prrjce-ds and expense outlays might have l,een kept
in .separate iHH.ks as was dtme with the cash. The object of doi,,^ v. would have Ikk'h to know the proHts
arising from buying and selling, and the cost of conducting tiie i.usine.ss.

The value of meats on hand wa.s ol)taine(l without any special record of goo<ls i)oii^'lit or sold: that of
stable and shop ti.xtures without any special record of expense outlays. So the cash on han.l. Sej.t. 15,
could have I>een a.scertained by counting the cash in the till without any record of previous receipts and
payments.

The Inventory Book, Ledger and Journal (i.e., the Or-ier Book), from which the posting was done
were really the o;,!y bo,,ks neces-ary to recoil Mr, Worthy's business relations and standitig. Any others
would have been auxiliary books showing residts alrea.ly obtained by actual count or valuation and
tabulate*! in the Inventory B.«.k. Hence, in order to find the Net Worth of a business where the Ledger
cmtains persoiud a cs only, it l)ecomes necessary to tabulate all assets and liabilities not recorde.l in die
Ledger in a IxKjk called the Inventory Book.

It is very rarely the case that purely single entry Ixwks are kept in .'my business. Nearly every business
man <lesires to keep a record of his cash receipts and payments, expense outlays, notes receive.! and disjwsed
of, etc., and wh.'n such is the case it .eas^^s to be purely single entry. The nrore auxiliary !>-.oks tlrat are
use«l and the iiior-e records introdu.vnl, other than the personal a cs, the mor-e valuable does the record become,
and tlie more nearly does the system approach double entry.

Not, however, until a double record is made of ever-y transaction and the « liole is subje.t to a Trial
Balance will the .system cont.un all the valuable features of the Double Entry Sy.st«m, and the various sources
of reveiwie and exjienditure be shown.



ADVANTAGES OP DOUBLE ENTRY OVER SINGLE ENTRY BOOK-KEEPING.
1. Single Entry shows the Assets and LiabUities comprising th« Net Worth of the business.
Doable Entry sb.ws not only th.> Assets and Liabilities of the husin.ss i.ut also the Qains and

Losses that have prwiuceil the present financial standing from some former standing.

,
J-, f.^^®

Bntry shows the Net Gain or Net Loss for any perirxl of tin.e, bv comparing the Assetsand Liabihties at the l^^ginning with those at the en.l of that pericKi, without showing where the gains and
losses have been made. *

Doiible Entry not only shows ,he Net Gain or Net Loss, but also >,. what particular a c eachItem of Qain and Loss has b<en made.

;<• Sit^ie Entry furnishes no proof of accuracy of the work.

Doable Entry furnishes a proof of accuracy by enabling the Ixx-k keeper to obtain

(") A Trial Balance from the Ledger.
(h) The financial standing from the Ledger by two independent methods.

EXERCISES IN SINGLE ENTRY BOOK-KEEPING.

I 1

"^^ ^""""^'"g ™«'"0'*- of business transactions are for the weeks following the closing of the Ixwks onJuly 15 and Aug. 1 7, Sets 2 and 3 respectively. The pupil will continue the work .,f these Set.s by sin-Me entry
using the following Ixx^ks .-Journal and U-dger to record the personal .lebits and credits ; Cash B,.>k Bank
Book, Bill BtK)k and Inventory Book, as auxiliaries.

Sot 2 (continued), July 16-21. Set 3 (continued;, Aug. 17-22.
16.—Received goods as per invoice No. 1 from Turner A; Sois,

Toronto, dated !/,S/l90-, at 3 mos., 1 cane Asso. J
Prints. 20 1.. .,810 yd.s., at lOc., $ . Pai.l frci).'},: „n
same, $l.6.-> Sales on n/<- to-day :—A. Brown, 7 ds.
Tweed at 81. 2.5 ; C. H. Laidlaw,"|(» yds. I'rint at _ic.

;

8 yds. Cotton at 7Jc. Cash Sales, .•J20.40. Dejv ted'

in bank, $.500.

17.—Received giHxIs as per invoice No. 2 from Caldw.-Il & Son,
Hamilton, dated 1/8/190, at 30 day.s, 1 case Muslin, 10
pes., 380 yds., at 25o,, $ . Paid freight on san
«1.40. Sales on a/c :—M. Lfviigham, 2 prs. Hose at 3(V.

1 Fedora Hat, $1..50; A. Brown, 10yd,s, Lining at 8c. ;

6 yds. Print at 12ic. Cash Sales, *IH 80.

18.— Bought a Horsf, Harness, and Wagon for delivering
gowls. Paid J. Darch for Harness l)y check, $20. (lave
my note dated 1/7/I90-, at 1 year to" T. Tappfor Horse,
170. The Speight Wagon Co. agree to take price of
Wagon 840 on contra a/c. Cash Sales, 924.60. De-
posited 8%.

19—Paid Turner & Sons' draft by check for the .imount of
invoic. No. 1, less .5 ' cash discount. Amount of check,
$

. Cash Sales, lf22.60.

20.—Sales on a/c :—A. Brown, .'J yds. Table Linen at oOo.
;

4 rolls Batting at l(ki. ; Speight Wagon Co., 10 yds.
Farmers Sivtin at ,50c. ; 1 roll Cotton, ;>(» yds., at 8Jc.
Cash Sales, §.•«),(*). Received cash for M. Ijinghams
note 10/7/l!>0-, $ . Deposited S.50.

21.—Cash Sales, «40,.'J(J. Paid clerk's ,viUiy for week. .*l,5.iNt.

Deposited .$.50.

21.—Inventories;—(loods on hand, ^31.7,5.

Offifrc Furniture, ;j8.."»0.

Stable K()uipment, 120.(Kt.

Result:—P.N. Worth, 11,6.39.75.

17.—Received Flour from Arva Milling Co,, as per invoice
No. I, .50 Iwgs, 2.) lbs. each, at 82.20 per cwt, ; .5t) bags,

.50 lbs. each, at S2.40 per cwt. Total, $ , Sales on
a/c : -.J. Tracy, 27 bus. Wheat at $\ ; R. Fullerton,

1 bbl. Flour, $6. 10. Cash Sales, JBO.

18.—Received frori Ogilvie .Milling Co., 1 car Flour as ikt
invoice No. 2, 100 bags "Stir Brand" at 90f.

; 100 bags
"No. 1 Manitolw" at $IM0; 100 biigs " .Maple Leaf"
at $1 ; 100 bags "No. 2 Manitoba" at 11.20. Paid
freight on same by check payable to C.P.R., 824.60.

Cash Sales, 853.60.

19.—.Sales on a/c :—J. I^ingdon, 10 bags ".Maple L.af" at
81-25 ; J. Tracy, 5 Ugs " Star " at 81- 10, Cash Sales,

860. Deposited $200.

Had R. McNaughton's noU', dated 10/8/190—, for 8122,

discounted at the bank at 6%, and procee<Is placed to

our credit in order to meet sight draft presented to-ilay,

drawn by Ogilvie Milling Co., for amount of invoice No.

2. Issued check for amount of draft, 8 . Cash
Sales, $72.40.

-Sales on a/c :- .T. Tracy, 2 bags "No. 1 .Manitoba"

at 81..5(.»; .1. l.^ugdon, 5 Kigs ".Star" at SI.H*; R.

Fullerton, 1 bbl. Flour at 86. 10. Cash Sales, 84<K Mt.

Paid clerk's salary for week, •*1.5.00. IVpositeil all the

cash on han<l except 820.90.

-Inventories:— CismIs on han<l, 8.365.04.

An;j.. Kent unpaid. 2.5.00.

Result :-P.N. Worth of Firm, 81,691.20.

20

21
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81NOLB ENT
1. Record all the personal debits and credits in

• journal according to specimen entries, separating
the entries for July from those of Aujj. by « hlank
«pace ami double horizontal lines across the page.

2. Use all personal a/cs already ojH-ned in July
and Aug. Le^lgers, and o,.en ad,lition,il a cs for
Turner & Son, A. Brown, Caldwell & S.,n, SpeightWagon Co., Arva Milling Co., and Ogilvie Milling
Co., allowing

^ page for each.

3. After posting to the personal a/cs and closini;
the auxdiary IkhjIcs on July 21 and Aug 22 make a
Statement of Assets and Liabilities on each of those
dates.

NoTK.—Do not clow, porHoiml a/..*.
|

4. By comparing the financial stan.ling on July
21 with that on the 16th, show the Net (Jain or Xe't
Loss for the week, July 16—21.

5. By comparing the financial .standing on Aug
22 with that on the 17th, show the Net Gain or Net
Loss for the week Aug. 17 22.

BY JOURNAL.

London, July 10, W0-.

Harfial Am*.

Tamer A Son*, Toronto . Cr.
Ineuicr Il^lllH)—.

A. Briiirit -

T •Jfli. Tiered
Dr.
l.i'-,

C //. LaidUttp . . Df.
1(1 H'U. Print . ^ /.>i^;

A yiU. Cottun . (a 7^^
I /

Kttrnaifnn.

.V/ DO

.V 7:7

US

Lomlon, Aug. 10, l<n)

Oyilri^ MilliHy Co.
Jneoire, Flour

-^1

Oijilrif Millinij Co. .

SiylU Onifl /mul
Hy Cherk Xo. ~

Cr.

Ih

440

440

00

00

-'^'^^'^^\n!^Ji:X,!::;z^^^ Hnt^^by j.....,,„,,„ ,., ^,^^^
".ul Aug. 17. Allow

] page to each a o opine./
" ^""" ''" ^««'- **/- ^'o-' - July IS

Results will Ih, the sn,„e as tho.se obtain..! by Single Kntry.

Examination Tests.-The teache.- win (i„,i sets i
> .„,} i , .,

kn.,wie<ige of the various In^.k.s explained in ( hapte.s . , , ^n', v ly
"

tZTi",''''"
'"'^ "' '''' ''''''"''

' -^
'**'^'^"""«""' ''»"sHctio.i.s as follows —

1. Journalize all ca.sh transactions in the Cash li.K.k •

all notes in the Mill B<K)ks
;

all purchases of g.HKls in the Invoice I5ook
;

all cash .sales in a special column of the Cash M.K.k
;

all other sales of g,Hj.ls in the Sales B,„,k ;

all t,an.sacfions „,.t inclu.le<l in the alx.ve, in the .(ounial.

2. Post all entries foun.l in above-name<l books.

3. Take off a Trial Halance.

4. -Make ttnancial statements showin- N.-t (Jain „r V..f I > r.am or Net b.ss and Present Net Worth.

Results will Ix, the .same as those obuin.sl i„ ('haf,,,.,. 1 1 r.



CHAPTER V.

SET 5.

COMMISSION BUSINESS.
H«pt. U, 190—.

•Student liaving received an otfer uf $5 per week to tnke chur^e of tlie Con)ini.s.siiin Department of A.

Murray's Wlmlcsiile Fruit, Bunine.ss, \\hh to-<iiiy resignttl his position with Mr. Wortliy and will a.H.su(ne his

new duties with Mr. Murray on Monday next, 16th inst.

The iKxiks iif n'loni in rotinection with this department are :—KacKiviNH Book, Salks Hook, Lkixiik,

and Cash |{<kik.

RBCeiving Book (See specimen on p. 75).—All the incoming shipments from the growers are recorded

in this lKK>k, as soon as they are delivered by the Express Co., or the Freight Department of the Railway Co.

The numbers of the consignments in the left margin, called the receiving numbers, run consecutively

throughout the businass year, and are recorded merely to in<licate approximately the vohiuie of bu?<inesa

done. The numbers placed to the right Of the shippers' names are the shippers' numbers, and are

used instead of their names in tabulating sales from various lots of goods when business is heavy. These

numbers are, at the beginning of the season, assigned by the commission merchant to the shippers, who
stamp thrtn on all goo<ls before shipment is made. In .some offices such commission goods are recorded in all

th<t t>ooks under the number instead of the name of the shipper.

A memo, of charges should follow each receiving entry, showing the partii-ular Co. receiving the

transportation charges and any other charges incurred in receiving the go<Kls.

Sales Book (I^ee specimen on p. 75).—As all the sales from this department are supposed to be for

cash, the Sales Book is practically a record of cash sales. A .special charge column is made, however, for

.sales to regular retail customers who may ask for two or three days' credit. In such oases the purchaser's

name is entered with the items of the sale, and at the close of the day's business all such charge .sales are

debited to the purchasei-s' a cs. These charge items must be settled for, at or Wforc the end of the week, as

Account Sales are rendered to the shippers every Monday morning, and remitUinces then made for the

proceeds of the previous week's shipments.

Ledger.—Leflger a cs are kept with the various shippers, and with those customers who buy on short

terms of credit as state<( alx>ve. As siX)n as convenient after the consignments are entered each day in the

Heceiving r>o<ik, the memos, of charges should be debited to the a os of the respective shippers. At the

close of the dav's busines,s, the sales are oiedited to the a cs of the respective shippers, indicated by the

nund)ers in the margin of the Sales Book, from which the posting is done. It is pretViable to post all sales

from one consigninent t^) the shipjier's a c before proceeding with the other sales, and as each sale is posted it

should 1)0 checked in the Sales Book. (See tS. A. King's A c ami check marks on No. 4t Consignment.)

Reports are made daily from these Ledger a cs and forwarded to the shippers, showing the quantity of, and

prices receivi-d for, tiieir gunds sold during tlie day. These reports may be typewi itti'ii or made on Stamped

Post Cards as per specimens and shou.d lie mailed not later than the following morning.

Cash Book (^^ee specimen on p. 77). —Entries of Cash Sales ami transpoi i ition charges paid, are made

in total at tin- clo^e of each business day from the Sales I^>ok an<l I{('cci\ ini; i'xKik rcspectixely, and the

Cash BiK)k l)a)iuiced with tlu cash in till.
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SPECIMEN RBCBIVINO BOOK.
Muiiiliiij, Sff)f. Id, tftO-.
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10Kiql. P,nch,», S„ I

4l>-'! ql. Graprt
Dom. Exprcjm, t;i.HO.

Chas. U'fi^ett

4^ HhlT. Pfar„
G.T.H.. »,'.i(j.

BJpnhphn 4^

(IriinMhij .iS

SPECIMEN SALES BOOK.
iHliowliiK r.-.«nj of onv day** wtet )

Motulay, Sept. 10, 100 -.

Ckxh Salra. Charife Nnleii.

-•••-ItKlt. ha»k.i-
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tin- fliHt fiitr>- lii'lliati^
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It- 10 '/'iitiia/ofK
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I to •' .

<J-10 " .

4-S " .

.V. S. Worlhii. I'all Mn/r
>Ji> Pcli«. -

i:-lO " .

III-!! Oritftfn .

1.^-J" ToilMlOfll -

J Hu. P^am
4- 10 Tomatoeg
U jta. Thim. Berrin,
~'-.'U Pdu>.

4 to "
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!>c.
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Aiic.

i;iir.

IU)r.
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nil
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.iS

i/44

//. Cilulinu, Durulat Si.

I Hi I. Pram
10- 1 Pelig.

fin/fn j'9r ilati
/;

i'l
7'*

S|H-cimeh .,t stamps found on all eonwifnmenu of fruit JroiM s v Ki , , . , ,..uh .hipi^r', fruit i, known in A. Murray', (KK,k..

' " l*l.'(fett, .howinif thu nun.l«r a™,K„..,| ,,, ,.a,l,, an.l l,j which

FROM 38
TO

T

i

FROM 44
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SPECIMEN LBDOBR AC.
iNht «ll>K WM*k n UfMUf^M lNMt*«< t

.S'. ./. AVwrf, Ji/rnfieim, 44-

190—.
II!
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17
n

18

i;>

ji

,'S

!

Dom. Kjp.
bum. Juji,

Cum.
Nil Proeerth

t

.1

1

I

i:

i:i

;i

4
:s

U
I!

Jit

SI',

3
n

so
!'•

:

•i.i

.n \

j

im
at

Dom. Ejji.

Com.
S'rl Profteih

1

so

M
Dnm, Ej-p.

yet ProcfeiU

SO
HO
no

DO 1

Dom. Ej/i.

(Unit.

Nfl Prof1 edit

SO
JO
Id

31 ""

Paul hy Diiift S7 oJ

Iti

ii;

17

17
17

III H Oraiifi

III- 10 Pfht.

ill II Orai-*»
III H
M-ti "

iOt.
!

• ti7^f.
\

tSe.
\

tSe. \

JOr.
;

4 1
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i
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7a
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SO

IS 411 10 Pfh:
IS 'ili-i'i OriiiifK

IS W 10 Pi-ltH.

I'.l
\

JO-tO Pch».

t!»
!

I.'i-li Orri/xn
.'(*

j

:'l-tO PiliM.

.'0
i 10 II QriiiirH

m ! U) to Pflu.

il
j
50 1; Ora)>e»

.'I I .''//(' PluiiiH

.'I ;

,'(/ 10 "

XOf. \

ttJe.

6>.
.ilir.

niif.

Stilf.

Hlk.

iOr.

t'i.H',

oOi:

Jii 00
10 00
ii ' 50

4^ So

I.I < 00
• i Hit

u 00
> 00

6' 00

.III 00

III 00
II oil

III on

II 00

DAILY MARKET REPORTS. DAILY MARKET REPORTS.

Dta,r Sir,—

Pruil »old lo-diiy an folloum

:

—

CVtii. Meloim

ti Berrien ,

10 10 Bsk. Peaches oThC-

I Pliimn

11 Pears

10-6 " <''•«?'* 30c.

Memo.

Dom. Express

London, Sept. 1(1, 100 .

2.00

.ISO

Deiir S!r,-^

Fruit »old to-day an followx

:

—

Crts. Melons

.1 Berries

Bni: Peaehu

" Plums

London, Sept. 17, 100.

,30 a
.0 -..

Plums

Pearn

(}iiii>es 25c.

20c.

Mr Iti-,.

Sides, Sept. 17,

Sales, " in.

Balance of to-day's consignment not sold.

Yours truly,

.:/. Murray.

Express, 10th. .3 SO; 17th. 1 1,'>.

Commission, I.O.J

.Vrf I'rocce^ls

7 50
4.00

11.60

7.75

10.25
O.SS

12.,i7

Yours truly,

»i. Murray.
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DAILY MARKKT RBPOBT& AOCOUMT BALM

ftrnr Sir,—

Frnit toM today n» futtowt —

CrU. iltlom

Herritt

.iO-IO IM. Ptaehf, GOo.

London,. Sept. J(l. lint London, Ont., Sept. 2.1, l!M)-.

Ifi.OO

Plums

• Peart

If) fi .. OraprD '»0r. 2.00

ACCOrSr sales of Fruit.

Mr ,r MnuxT.

S. ./. King.
Fur arcounl nml rut </

lilenheini.
Contif/nrntHt retriml JtJ^ /,", /,y m jf

Memo.

Sidff,, Sept. 20, 20.00
Sales, " 19, jfjj^fj

Com. S'USO; Exp. Sit.SO

.\>< l^oceeda

JO.00

17

IS

20

21

.\'et /Yofeet/a

Total

12 JT
2S 4.1

00

21

S7

10

o2

/Mar Sir.—

^

He «»i.W Ji,i„t Drajt to rover proceed,, ,m above, all

S2.',.(}0\
''/''•*'>*•''''"'»'''•••«'- «flW..W..rv. So/ieilimj yoHr further
farort,

HV are.

Yourt truly,

-/l- Murray.

Yours truly,

A. .Murray.

SPECIMEN CASH BOOK.

15 Balance on liattd
16 Canh .Sale, ' '

/«
I

Exjfresn 9J.r,0, 3.S0, 2 S>i. 7JJi) ; C.P.K. 2.l'n

Rule 6 pages of your Blank B<H>k for a UeceivinL' bo<jk 6 .,i..ps ft.r ,. ^»1. n i,

N0TK.-AI1 th. „v l..,kB nmy («, „p,.„e.l conHeoutively i„ the journal ruling of your Blank &K.k.
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MIOIOCOPY RESOIUTION TIST CHA«T

(ANSI and ISO TEST CHART No 2)
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BXBRCnE LII.
Write Monday's office work as follows:

—

1. I{('ciir'l all entries in the Receiviti-; Uuuk and .Sales UimiU. (Hoe specimen entries in tlie>.e IxHiks.)

2. Open a ledj^er a c for eacii shipper and retail |)uri-lia--i-r on a >; and post therein all sales for the dav,

checkinj,' caeh item in the Sales {{..ok as it is posted. Allow I pa;,'e for each a/c. (See S. A. King's a e,

and specimen check marks in Sales Monk.)

3. Find th(? total cash sales from the Sale- Itook, also the total payments for express charges and enter

Vxith in the ( 'ash Hook. (See si)ecimen entries in the Cash Book.) Balance the Cash Book with the till

cash and place h(jth in the safe for the night.

4. Make out a llejxirt for every shipper who-e gixxls were Hold to-<lay, showing prices at which sales

were made. File under head of " Letters." (See Reports to S. A. King, dated Sept. 16, 17 and 20.)

XoTK. — These Rei)<)rts may Ijc iiiinle out Tui-day inoniiiig t)eforc beginning the day's business, hut should be forwnrded
by first mail.

Results :—Cash on hand $ 1.60.

Ac close<l to-day : No. 4f!.

EXERCISE LIII.

Write out Tuesday's otKce work as follows :

—

1. Record Tuesday's business in Receiving Book
and Sales Book.

2. Post ail sales to the Ledger, checking Sales

Book entries.

3. Enter cash receipts ami payments for the day

in the Cash Book. Balance the Cash Book
with the cash in till, and place iHjth in the

safe.

4. Prepare Reports for shippers of all sales to-day.

Results :—Ca.sh on hand .S117.!l7.

A cs closed to-day ; Nos. 40, 44, 33, 25.

EXERCISE LIV.
Write Wednesday's office work.

Results : -Cash on hand 8204.82.

A/cs closed today; Nos. 38, 44, 43,

45, 25.

EXERCISE LV.

Write Thursday's office work.

Results:—Cash <m hand .?249.67.

A/cs closed to-day
; Nos. 40, 38, 33.

EXERCISE LVI.
Writtt Friday's office work.

H. Catalino paid his a c in full.

Results:- Cash on hand .«:^(ll.77.

A/cs closed to-duy
; Nos. 4l), 44.

EXERCISE LVII.
Write Saturday's office work.

Wm. .McCufrin, W. M. Worthy, and Wm. Gowdy
paid a/cs in full.

Results:—Cash on haml 853t).88.

A/cs closed to-day ; Nos. 46, 33, 38,

45, 43, 40, 44.

EXERCISE L"7III.
Monday, Sept. 23,

1. After writing out an Account Sales from each ledger a/c, for the previous week's business (See Account
Sales of S. A. King's consignments p. 77) make out Retjuisitions t<j the Manager of the Commercial Bank of
Canada, f<ir bank drafts in favor of the shippers for the amounts due them, as shown by the Account Sales.

2. Write out ea<;h draft ready for the sigtiature of the i'.ank .>binager, who in this case will be your
teacher (A. Principal). Make each payable at the branch of the Commercial bank where the payee resides.

Face Value of Drafts .«448.73

Cost of Drafts at 15c. each .* 1.20

Total Cash paid to bank .«449.93

3. Knter these payments in the Cash Rook, charging each shipper with the .amount of draft in his favor,

and the cost of drafts to either E.xpense or Exchange A c.

4. After closing each ledger a/c, with the amount of draft, mark each thus :
" Paid by draft Sept. 23."

(See S. A. King's Ac p. 76.)

5. Place each Account Sales with the draft accompanying it. and requisition for the .same, and file all

under the head of Account Sales.

Note. —Tbe Market Reports may be made out each day for those shipptTH tmly whose goods were all sold.
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MEMO. OF RECEIVING ENTRIES.

65(»

A5I

tt52

653

6.54

655

656

657

KiX

659

66<l

661

66:2

663

664

MoHihiy, Sept. Itl.

<;. .-V. Champ, W'i.ioriii, 4(i.

i") l(l(jt. Puaclitis, N... I.

Tkm\. Expifss, i-i.M.

S. A. Kill),', Bl.-iili, nil, 44.
10 IO<it. I'.m.Iks. \o. 1.

40-0 (|t. < Iraix's.

Doni. Ex|irfss. ^\.S(\.

Monlen, Fitcli * Co., .Ionian, .33

30 lOijt. Pea<lii.«. X„. 1.

20-8 ()t. I'eaclifs. \„. :>.

Dom. Express, $2. SO.

Samuel Burner, (Stonev Creek, 2.5.

14-10 qt. Peaches", No. |.

3-8 qt. Peaches, No. •_'.

60-10 qt. Tomatoes.
1 crate, 24 qts. Thiral)lel)errie8.

Can. Express, $7.tiO.

Chag. Leggett, (Jrinisby, 3S.

4i bills. Pears.

j

C. P. R. 12.16.

' Tnesaay. Sept- 17.
Sanmel Burner, .Sioney Creek, 25.

7-10 qt. Kleinisli Heautv.
5 10 qt. Peaches No 1.

"

Dom. Express, .#1.15.

F. F. Honsherger, St. Catharines, 40.
16-10 qt. Plums.
20-10 qt Peaches. No 1.

10 Hqt. Peaches, No 2.
Dom. Express, ^.(18.

J. A. Book, Bronte, 45.
40-8 qt. Peaches, No •>.

<'an. Express, :S.375.

Chas U'ggett, (iriiiisby, 38.
.50 15 qt. (irape.s.

Dom. Express, |!|.8.V

(Jeo. Turner, Orillia, 4,3.

100 Huckleberries.
Can. Express, $7.8(».

S. A. King, Blenheim, 44.
20 6 (|t. (Irapes.

Dom. Express .«! "i.

Wednesday. Sept 18.
Morilen, Fitcli & Co., .Toidan, .33.

10-10 (jt. peaclies. No I.

20-8 qt. Peaches, No 2.

10 lOqt. Plums.
Dom. Express $5.40.

F. F. Hoiisberger, St . I'alharines, 40
25 10 qt. Peaclies. No 1.

2.5-8 qt. Peaches, \o 2.

40-I0(|t. Tomatoes.
.5fl.(i qt. Crapes.

Dom. Express, .«10 60.

S. A King. Blenlieim, 44.

50 10<it. P. aches. No 1.

5<J-6 qt. grapes.
Dom. Express, .•JO.SO.

Samuel Burner StoiMv C;<^-'„- -J."

2 crates, 48 qts. fhimbleberries.
Diim. express, |1.60.

66.5

6(>«)

667

668

66!l

Thursihiy, Sept- li).

<i. \. Champ, Winona. Mi.
5<l |ti qt. Tomatoes.
.•«! 10 qt. lVa.hcs, No 1.

Dom. Express, .*7.60.

Chas. Ixggett, (Iriiiisby. .38.

5-10 qt. Flemisli Beauty.
10-8 qt. Baitletts.

Dopi. Express, .*l.ii.').

S. A. King, Blenhejni. 44.

.50 10 qt. Peaches, No \'.

2.5 6 (jt. (;ia[H'3.

IViin. Express, .•*«). SO.

.Nlorden, Fitch X Co.. .Ionian, .3.3.

10 10 qt. Pluiii>.

2(» 8(jt. Plums.
12 ti qt. ( ti'afH's

Dom. Express. $4 80.

(ico. Turner, Oiillia, 43.

.5<> Huckleberries.
Can. Express, .#.3 l,-i.

Frithiy Sept JO.

670 <;. A. Cliamp, Winona. 4ti.

I

2.5- 10 ([t. IV.iches, No 1.

' 10 I2ql. Plums.
10 l-iqt. Pcais

Dom. Express, .*,3 \r>.

671 Chas. Leggelt. (iiiiiisbv. 38.

10 M»,it Peaches,' No 1.

lit 8 qt Peaclies. No 2
I la.se. 24 (|ls. I!. Berries.

Dom. Express, .'*.3.4II.

672 Cec , Turner, Orillia. 43.

50 HiuklelM'i lies.

Dom. Express, S,')..50.

673 .1. A. Book, Bronte, 45.
.511-6 <|t. <;rapes.

20 8 qt. plums.
:W) 10 (|t. Flemish Beauty.

Can. Express, .?8.()0.

Saturday. Sept- 21.

674 ! O. A. Champ. Wiiiima. 46.

i 20 10 lit. Peaches, No I.

Dom. Express, .^2.80.

675 Chas. Legyett, Crimsbv, .38.

Ut 10 (|t. Pears.

10 8 qt. Peaches.

Can. Expnss, .s|.25.

676' s. A King, Hhnheim, 44.

50 H qt < iiiifies.

40 lOqt. PIUMIS.

Dom. Express, .*(i.,H(i.

677 .Monleii. Fitch & Co., .lonl.iii. ,33.

30 l(»qt. Peaclies, No I.

I

Dom. Express. ;J,3.45.

678 1'" F. Hoiisberger, St. Catharines, 40.

i
3 crates, 72 qts. B. Bci i ies.

! D<mi. Express, .?!. 75.

679 •!. X. Bock, Br.',iiie, 4.",.

60 10 qt. Peaches, No 1.

I

C.in. Express, S3.25.
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MEMO. OF SALES.

~3.'l

3.1

XI

4H
,ti

44
gs
ss

,

gs
I

33
i

gs
I

Monihni, Sr/it. Id.

10 Peaclif^, X„ I

'lis. Thiiii. Kurrifs
Oh. Pfars •

Id Tomatoes
-III I'farlint, No I

III

II) "
fl Penrlifg, A'n. J .

Cuh. nhLr^i!.

HI),-.

,11If,

i;i)r.

liOr.

4lJr.

I

:

I

I

s. s. Worthy, Pall Mall-
-Id Peac/its, No. 1 . i;iir

10 "
. ,;ilr'

l(l-fl (/rii/teii ' .

/,' II! TomatofK
,' Hu. Pfars
4 10 Tomattifx

l~ ql*. Thitn. Herrim
~ Id Pfaches, Ko. I

4 10 "

.'ih-

Vlf.

I IHI

IIIC.

:ir.

i;Or.

mil-.

ss

U
I-

//. f'atiilhio, Dundan St.

I Bid. Pears
1010 Peaehen, Xo. I

no
US
o<>

.'id

.'0

lid

40
.'0

nil

lid

III)

l)S ;

Jd
41)

.'

IH)

ni)

Siihn for day

¥> !

ts
gs

I

40
\

38
SS
40
3S
44
33

43
\

U
38
40

\

Tuesilaif, Sepf. 17
S In Peacliex, A'o. /
10' 10 Tumntws
J 10 P. Beauli)
010 Plums
I Bu, Pears
.i- 10 Peaches, .\o. /

S-IO "
20-15 Orapes .

Ml "
. . .

10-8 Peaches, No. ? -

S-10 Peaches, No. I
.'0 /fuckleberries
IDi: Orapes
lots "

. . .

10-10 Peaches, No. I

T7Jc.

fWc.

.lor.

SSc.

GOc

i:or.

UOr.

i:oc.

'Sc.

4dc.

lUlc.

40c.

^Sc.

llOc.

llOr.

40 40 14

40
7S

IS

.1

I

.i

I

I

.?

IJ

III)

III)

:i)

HI)

no
,Sd

00
IHI

no
on
SO
on
SO
no
no

38
SS
SS
40

S3
U
3.1

gn
40

Will. McGiiffin, Queen's Groceni—
I Bill. Pears - . .

'

HI 10 Tiiiiiatoes . 25c.
4 -10 Peaches, No. t - .'iOc

to 8 Peaches, No. J - .?,Tc.

Will. Gomly, Elora Uitnil—
tl 10 Peaches, No. I . soc.
.'OH Orn/ies - . . i^^'nc,

lO-S Pviiche.i, No. .' - - 40c.

S 10 Fl. Beauty
to 10 Plums :

SO Hucltelierrits

.•i-'ic.

(1.1c.

4nc.

Saks for iliiy

4 ~->

H SO
Jn 00

96 ! /.•;

.ill

nil

nil

X
I

on

3.1

4n

40
40

id
4d

V>

.is

43
t'

~U
.'y.f

4-;

U
U
41)

3,1

4S
4--I

II 'eilne.Hihiii, Sept. IS.
Ill to Peaches, No. 1 H.

S S Peaches, No. J .41
I Crate Thiiii. Berries

10 to Peiirhes, No. t 111

S S •'
. /

4d

40
40

41;

3.1

43
40
3.1

.3.1

.is

.IS

40

411

411

.18

,1S

//
.1.1

.IS

.11

4.1

U

S. S. Worthy, Pall Mnll-
10-10 Peaches, No. t

S'8 " No. g
20-8 " Xo. :

JO IS Oi-a/ies

30 Huckleherrie,
I Crate Thim. B'rrifs

',0-10 Peaches, N<.. I

10-8 " N,
10-8 " No. .'

.10- It Orapes
10 to Peaches, No. t

JO- to Tomatoes
lO-to Plums
S-8 Peaches, No. J
4 8 •' No. J
4 8 " No. .'

S-IO " No. I

tO-tO Tomatoes.

C'aah. Ch»rt(«.

• .',0r.

• .l-ic,

.Vic.

to

4''c.
i

Wm. McOuffiii, Queen's Orocery—
50 6 Gra/tei • . . /,vc

to-S Peaches, No. ,' . .i.;,-]

•Sales for day

Thursfhri/, Sept. III.

5-tO Peaches, No. 1 - .

10-8 " No. ,.'

10 I/iicileberries - . .

lo-to Tomatoes
2 Grapes .

12 S Plums . . .',

2 8 Bartlelt P.
2-to Fl. Beauti) . . ,

lO-tO Peaches, No. I .
1,

H. Calalino, Dioidas .St.

2S-I0 Tomatoes
IS- 10 Peaches, No. 1

3-10 Fl. Beaut,,
(1-8 Bnrtlett P.

114 25

9 IX)

S
I
SO

Id Huckleberries
20-tn Peaches, No.
8-8 Plums
10-0 Oraftes
2-8 Bartlett Penrs

111 10 Plums
20 Hiielcleherries

t-'i (i Grapes

Sales for day OS 1!)
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4'i

4'!

44
44
41:

4.1

MEMO. OF SALES (continued;

Fridnij, Si-/it

ill- to Tomnliiea

-•'"/'> " So.
10 (J OrajMfit

10 to PtarKes, So.
i'l HuckMierri<'$

iO.

Cwh.

• .i.lC.

.).(<;.

• HOC.

Mc.
• .'lOr.

- 40<:

S. .V. IVorl/iy, Patl M„ll-
41! 10-10 Pear-he^, So. 1
4<i totJ Plains .

4'i 10 IJ Pfar» .

4" r.-lO T<m,nt(w^

40
3S

4o

v>
43

60c.

• ?''tf.

- 6'/r.

i.'Of.

• JJc.

- 10c.

Wm. Mcduffiii, Qiiren'^ Orureri/—
.'" 'J Grapfn . . . j()^

SO S P/unu . . . ~^-,^[

10 :• F/emM Beaut >/ . 7,;c
10-10 PmcheH,yo. 1 . 67/r.'

nil

/.' Oil

nil

00
10 nil

< 'Imrae.

•in-H Oriipfg

IJ'jU B. Berrifs

Salen fur day

1: .-.o

7 .10

i; on
I nil

nil

nil

',11

nil

',.1

.«

.,',V

V'
iO

4'/

40

41:

i Sitturihti/, Si/it. Jl
I" 10 Peacheg, S:. I

'0 li " AV, ,'

U qU. B. BrrrirH .

~'> Hitekleherrieis

10 to Pr„r^
lO-Ji P^,„-hfg, y„. :J

10 to FlmiiKh Bfinity
t Crnl^ B Bcirici .

lO 11 (rtajifl

iO 10 PIUVM .

li li. BfrrwK .

10 Hurkiff)errin<
~:o li. Bfrriei .

-'O-IO P/nmK .

14 M. Berries

Auction Sale on Market
€0 10 Pf,tehee. No. 1
10-10 Flemish Beaut,,
~'0-10 Pear/iea, No.' I
30-10 ' jVo. / .

Ca«h. Charif**,

• HSc.

inc.

.'inr.

iJc.

.JIIC.

i/.'iC.

Uc.
olic.

lOc.

oOc.

lOC.

50c.

•

1
'-• 3o

I

1 .7 oO
/ JO

on
00

,; ,'in

," on
..' .V.V

/o 00

.Inc.

0,'ic.

'>'"''" /or itay

II

I

10
I

,iO

7
10
Hi

nil

li.^

on
on
00

40

00
.111

00
.'ill

!'>.' I ei;

After one '.veeks experience in this denartmenf M- \r, ^
—

'- '•-"«-»- -^ " « -;::- ":^ «:;;:l::^ t:::i::s::;ir
>

'

EXERCISE LIX.
1. What change could you suggest to lessen v,.ur work and still 1...,-

mission Bnsiness done.
^ '" '"'" " complete record of all the Co.n-

2. Coidd the shippers'
a cs in the ledger he disnensed with / If 1

and net proceeds therefrom be accurately r:. orded ?

"' '""" "'"''^ ^'" ^'^'"^ "^ "'*^"- 8-'^

i. By allowing extra space for each leceiving entry could the s^U. t,. 11

in the Receiving Hook > What objection would the're irtoThil.nrth.KlT "
'*" ^""^'«"""""- '^ -•'''«'

4. Could the Commission and other charges he de,lucte.l fron> the total sales and the Net P ,.shown in the original entry? (See the following exan.ple N„. 1.)
'

^""^ Proceeds

5. If so, could the Account .Sales for each shipf)er 1« made out frr.,„ f l.„ . •

'"' ™" « '""> '"-<-' «•; » ™i. "- a™ ...ivrIt;,;::i;;r:,rK;r4"''"'-
-"

BECEIVINO BOOK.

6.-,!

No. 1. Slyowiiig ri>>i>ivlrig entry S,i. ii,>l. with
t'«t;il wal.-H (dkI ,..iiii„i'*sirin .Mit.-n-.l Tu.'.t.lay

iiiilit, s,.pt. ITth. an.T till- C.inigniM^ut wan

i:.-,i

No.-.'. sli.,wii,|..r.-,.ivliij:..ntry.V.,«.-.i niarkml
'>'>>•'' -M Uv, llrt Inst, .ifcrbank drift
«'.t> for«anl<-'i for iipt pr .-.t-

-rf-
S. A. King, lilenheini

10-10 ,,t. Peaches. .V». /

40-ti qt. Oraj^eK . . . _

J)oni. E.vpr,:s.s S4.Ur,. Com. Sl.fU

1:1

'! /. 37

S. .1. Kiiin, lUfiihcihi 44.
10- in ,it. Peaches, X„. / . . .

4o-l> qt. Gra/H's - . . . .

/>OT». /;.iy>;7'.v,s' S4.!f-',. ('„„,, ,^'/_f).!

.1 rf I'rorrril.i

/.''
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SET 6.

<^'"AL AND WOOD BUSINESS
Books used.—row, ....irvu. wood ioipv.,

N.UU.. of your P.O. ..,. lUi. 8t,uion, Nov. 1, 190-.

Invoic. ,..ioos, a.s follows -l
'" ^ ""'""'•'•'''' ''»"l< "f C.na.lH. Tl,. .s„„.|, „,,.. ,,^„,. ,.„'

SO iDnls 44 in. .

-•'• •' 12 in. Blocks
-• " 10 in. Blocks
»» " I2in. S,,lit.

•*0 " l<> in. Split -

lOfJ buMchfs Kindling
10 ronls Knots -

Wool),

(" ••<4.0<l

.">.<I0

">.."»0

.">..J0

.03

4.IM)

SMJO.fHi

llHMKI

Il'o.iki

lli.'i.lHi

±iO IMI

.S.(NI

40IKI

.?!lti,S.IK»

7" lon.s Kgg
'<*> •• Stov.-

<'oAI..

St.^mi.k and VaHI)

ISO

lixi

.">o

1(K)

21

»

Nut .

J^l. I.iinij)

Poca. .

BliicksniiMi

(il .S.'i. I H »

((/ ."i. Ml

I'l :• j:,

I'l 4,oo

'; ;; i;ii

'" 4.IHI

(« •_'. I H

'

-2 tean,s of hor^s, S4oO ; 4 wa««on«, *;. . 4 slci,,.. s,.,

OKK... F-Ks,xrKK:-^
n^,::':':;;: •':;;'-r";:«--

>->- ^^-^ -. *.o

.

"001, (us iHT Ktat.-ni.iit) .... •

Coal (as per .statement) -..,'"•
Total - . . . _

Ca.sh I'avni.-iit - . . .

Kaci- of Xotf at nius. ... '
'

' "

Face of Note at 12 s. ... '
" ' ' "

Faceof Noteat Klnios.
-...""''""

Total ....

^.'>."iO (Ml

J.V) <KI

42(1. 1 K»

4.MI III)

IMI IH)

4IH).IM)

40.00

vj, 04.-1.00

• - S.".,S.-,,(|(I

-
III.TOII

»>:{ (HI

itOs.lMI

- 2..U,-..(I0

*."f,7(;(i.(N»

•'*2,.")IMI.(IO

4J_' 110

42_' IH>

422 00

.*.'!. 7ii(>.( 10

Hii;,';ij,'eil as

Having .*200 after ,naki,„. the r« .

'"'' "''"'" ''«''««'"""»•

All sale, to l.e computed fro.u the accompanying Price List.
' "

RETAIL PRICE LIST.

Memo, of Sales as per DeUvery Vouchers
•) I'yy I U, . ...... , __

NoN. .S.-K. Nel.son, (iiielph St., 2,(mmi 11,s St«ve » 000 n
-Nut, 4,.-)(K) Ills. I'oca J Kr ,.„., Vi £'"^\ ""*•

Voung, F-aislcy St., 4.(NX.' 1^^;:"^ ^ AsMarkham St.. 4.0(HII1,« y..., 4 0,(.i'ir' J\^>*">
'..innnago, Oxford St., 20.^ U,, St^am'IuniJ;

J- Trull, Main St I poid ij ;. 1 1 ,

An.lrews, .Miami St f Ll ,.>'" '

V'"','
'" >" »• •'•'-•

R-Mitt, lia.iie St., j, „'.',- '/;• ?•• ^rry ^r"- •"•

sales i cord 44 in 1 ,.-,!.,. .T A"' .
' .^ "'".' '" '" "• <''-h

«uics 4^m lb. Egg,l3,o(,;„,;: Stove; r,^n.!!' ^';,^'' • '^'>
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Memo, of Sales as per Delivery Vouchers f Continual).

Nov. 4._.f. Dttly. Avon St., tl.tNNI Km, K«g, 4,0<H» i|>,, N,,i
.1 B.-iiiif)<li. Duly T.-riiicH, 4,t)0f» Ihg. .Stovr. -.'.IMHI

IbH. Nut.

.r. H<«1.1, ClaH«i(- Milla, lo.iwo Uin. Steam Lump.

.T. .McN'al), Cliiremoiit St., 4,tNH) Hm. l'cK-,ili.>iiti?.<.

K .Millard. Kxutii St., j .or,! 12 in. M. (HKkIj*),
\i in. Sp. (Split)

/If.CV.llinH, StouffcrSt., 4(:onU4in., jronl l-.'in.

f^p., i cord KnolD.

Ciwh Sales, 1 conl 16 in. «., J cord Kmitg, In

Imtiches Kindling.

2,000 1I)H. Kgy, L»,0(JO ll.s. Stove, •_>, jOt)

11)H. Nut.

Nov. 5.- W. Wiley, CViilre St., 4,00<l IIjh. Nut.
F. Woods, (Jichard St., •_>,000 lbs. Kgg, i>,000 ll>s.

Nut.

T. E. l^w, Leask St., 2,(J00 Ihs. Stove.

P. McNelly, Zephyr St., 2,000 llw. Pooa., 2,000
lbs. Pea.

A. (i. Henderson, Whitby St., 32,560 lbs. Steam
Lump,

•f. W. Holmes, J cord 44 in., i cord 12 in. Sp.
J. W. Totten, Markham St.,

J cord Knots.
Wm. Tytler, Paisley St., i cord 12 in. B., } cord

12 in. Sp.
Cash Sales, 1 cord Knots, 5 bunches Kindling.

" 500 lbs. Stove, ;)00 lbs. Nut, 4,000 lbs.
Pea.

Nov, S.-Henj. H(«vii, Sparta, S,«40 lbs. Steam Lump
2,000 ll>.s. Nut.

Wni. Tytler, Paisley St., IO,0<H) lbs, Kgg, 2,000
lbs. Pea.

.1. W. Totten, Markham St , ~>ttQ lbs Kgg, .500 llw.

Stove.

.1. W. Holmes, Kxeter St., 2,<HJ0 lbs. Stove, 2,000
lbs. I'ea.

R. Nelson, (iuelph St.,
i conl 12 in. »., k cord

12 in. .Sp.

K. Ash, 2 cords 44 in., J cord Knots,
Cash Sales, I cord 44 in,, } cord 12 in. B., J cord

16 in. B.

•J.OOO lbs. Poca., 2,000 lbs. Pea.

Nov. 10. -R. Millard, Exeter St., 4,000 lbs. Egg, 4,000 lbs.

Nut.

1. Spink, Pickering Mills, 18,460 lbs. Poca.
J. H.xlil, Classic Mills, 24,6."iO lbs. Steam Lump.
Alex. Leask. Dale P.O., 4,000 lbs. Egg, 2,0tJ0 lbs.

Stove, 2,0<H) lbs. Nut.
.1. Francis, Thorn St, J cord 12 in. Sp,,

J cord
Knots.

A. (iammage, 4 cords 44 in., J conl 12 in. Sp.,
5 cords Knots.

Ca,sh Sales, l,0<X» lbs. Egg, 2,000 lbs. Nut, l,0OO
lbs. .Stove.

Nov. 0, .Mrs. A. Wood, 7th Line, 4,000 lbs. Stove 4 000 v,..- ii i % i »i • .

I,
.. ' ^ "^ ^""'^' ^'"^ >o^- II.—.Tas. Andrews, Miami St,, 2,000 lbs. Klbs Nut.

Adam .Scott, Markham St., 2,000 lbs. Egg, 2,000
lbs. Nut.

Jno. IJernian, Wellington Hotel, 6,000 lbs. Poca.
U, .Martin, St. Mary St., 2,000 lbs. Egg, 2,(XHJ lbs

Stove, .100 lbs. Nut.
I. Spink, Pick Ting Mills, 5 cords 44 in., .". cords

Knots.

Mrs. A. Wood, 7th Line, 10 bunches Kindling,
Cash Sales, I cord 12 in. B., J cord 16 in. B., J cord

Knots.

Ca.sh Sales, 1,000 lbs. Egg, 1,000 lbs. Stove, 2,.-.0O
lbs. Pooa

<:gg, 2.000
lbs. Nut.

S. Redditt, Barrie St., 6,000 lbs. Egg, 4,<XK) lbs.

Nut.

J. Trull, Stouffer .St., 4,00<J lbs. Egg, 4,000 lbs.

Stove.

J. Wheeler, Main St. , 8,000 lbs. Pixa.

D. Young, Paisley St., 1 cord 12 in, B., 1 cord
12 in. Sp.

J. Daly, Avon St., i cord 44 in., J conl Knot.s.

J. Bennoch, Daly Terrace, j conl 12 in. B., i cord
1-i in. Sp.

Cash Sales, 1 cord Knots, 40 bunches Kindling.

1,000 lbs. Egg, .500 lbs. Stove, 500 lbs.

Nut.
Nov. 7.— .1. McMahon, Liberal Office, 10,200 lbs. Steam

Lump.
A. Rawson, BrtK^k Road, 2,000 lbs. Egg, 2,000 Ib.s. Nov. 12.-Alf. Collins, Stouffer St,, 8,000 lbs. Nut.

« V. 1 1 c. .r lo . „, „ '^- Ho<ld, 5 cords 44 ill.
, .5 cords Knots.

•S. Mubbs, Stratfonl St., 4,0lX lbs. Poca T \f v i i ii.- i. , ,. . .

A ,. u 1 .
•

•'^'^ '"• I'x^n- J' McNab, iconll2ni. B., Jcord lb n. B., 2conIsA. «., Henderson, 4 cords 44 in,. J cord 16 in. B., Knots,
.J
cord 16 in. Sp. a i ..• ,

P VI .V 11 1 1 1 . n . ,

Adam ,Vott, 2 conis 44 in., h cord 12 in. Sp.,
1

.
McNcUy J cord 12 in. B., i cord 12 in. Sp. ^ ,,„,.,, Knots,

" '

C. sl'Jrn->'"'R-'.*^'°'';'.'''"-.'P
CashSales,lcora44in, .cord 16 in. B, J cord

<.a!,li .Sales, i cord I2iii. B., I cord lOm. B.,ieord j^ j,, Sp

" •.
(J n "''k

''^

' ?Z n'" 'c
*^P-

" -'"^ "«' W«> 2,000 I.«. Stove. 1,000
2,0001b,... Egg, 1,000 lbs. Stove, 1,000 lbs Nut

lbs. Nut.



88
Vov. la-I). Young. Mm Hh. St,.ve, 4,m, |(«. \,„

A. (iiiniiimK', l<>,.VIO 11.H. I'.Krt.

•F. Hixlcj, |»i,(||,:) ]|,s. i>,„.„_

VV. Wiley, 4,0<K» ll„. K),'g.

Mr., A. W.KHl, ieor.riL'i„ |i.. ,,„„| ,.., |„ s,,
Ino. ({.Tman, > or.ls 44 in , * , ,,nl Kimi,
Ca«l. Sales. 1,000 lbs. Kk«. .vi. 11... S,„v... .MIO 11,-

N'lit.

X,.v. 14.-T. K_ Uw. •....«(. 1I,H. KgK, •..,(««) ll,». S,.,v,, .-„„
ItlH. Xllt.

•Fuo. (;,.n„an, i,m, ll„. stfun, L,„„,,, j,.niO u,.
Kg«. .VH»ll,s. N,„.

». MeMalm,,, -(«>. 11,H. Kgg, 1..Vn>11,,-. S,.,v... .5-M)
IIk. Nut.

A. R«»H„„, .VNi ll,H. st„v,., i,.-.(HMI.. Xut
N. Sluhl«. .VMJ ll«. St.,v.. .VH) II.,. X,„
B.'nj. M.«,v,.r. -J ,„„U 44 i.,.. .

,.„r,i |.j ,„ s,,..
- I iiidx Kiiiit'..

<'..^I.SiU..I.(H.O|l«, P.a. |-.M..,„,|,.., K„„lli„g.

N-ov. l.-..--,( ,s,,i„k, |0,.V)0 1I.. St,.an, Unip. -.-XIO ll„ Xu.
•'• W. Tott.n. -.'.(HH) ll,«. Xut, I.UKlll,, I-...,

Alex L..a.k, l..VWIl„ K«g, l',00.1 II.,. >,„vi..' |,.-^
Itw. Xut.

•'. Wheeler, -.',000 ll». KgK. !..-,().. ll,v .s,.,ve
l>. Miwlin, J,.„nl lJi„. |{., , ,.„,,| ,.,„, ^
(•.u,l, Salen,

J eonl 44.1... :j e..r.i,. |-.' j„. ,s,,
,

i ,..,„,
I'i 111. S|).

Xov. 1.-). - LeI.lgl, \-„||,.v l„(il (

Invoices of Coal as follows

lito

7/ll/l!»0 ~;

lO/i 1/190-

:

U ll/19()_;

14,11/190—;

14 11/190 ;

<ar :iH07. C. P R.. 4s.;VH. II,.. Kg^. rate .yiA>, :*,o, o;,

•
.WHII. C. v. H., 4.l,.S00 II,.. .M,.ve, rate .5.10. |,m 04

" ••««!•. C. 1'. R.. .5...4.K) ll„. Xut, riite r,.-.>.-,. l.-f..;,,,

•
>*:". C. p. H., ,-,,s..-,<« II,.., Xut. rate .-.

i-,, |.vi -,«

" !•««, C. P. P.. 4H.7.H, II,.. N,„, ,„„. -._,-_ ,^.. ^^
'iOTI, V. V. K , ,i....,HH. II,.. x,,,. ,,.,^. -^._, ,^^;..

Xov

Invoice of Wood as follows

.

Betij. Hoover, .S|)aria

« 11 190-,
1

ear, -. eonls U„,„l ,K„o,., at .*4.-.'0; Freight paid by
lieek. *y.'.-,. to be .IwirKe,! l„.ek to M.M.ver.

Cash Receipts as folio wd :-

. 3,—Investment .J, 700.

T.-Ona/e. W. Wiley. *-.
: F. W,x«ls, $U : I'. MeXelly S|0

"— .. H. MillanI . eheck. ,*.>U ; .T. Spink. .^2<. ; A. Lea.sk SIO
.

-
.1. Andrew's check, .^.V^l : .1. Trull. .«S..N) ; .J. Wheeler. «101-

-

" Adam Scott, .«14
; .1. Hod.l. SIOO ; .1. McXab, (1 1.13— .. W. Wiley in full of a c ; .Ino, ( Jertnan. in full of a,o

I-', H,i

Cash payments as follows

:

Nov. 1.—On purchase price of Stock of fuel - .*_'..Vhmi(i X
DeiHmit in Commercial Bank of Canada
Rent for h mo. Xov, 1 to Xov. 1.5 .

•, 8.—Freight, Car Xo. 2807, C.PR . .

39Wi, „ - . . .

Wages to Teamsters
Salary to Student for week - - . .

Bank deposit

l.",o,0<j

l.'llMI

•J 1.^.3

ls.:iti

iK.dO

IJ.IH)

L'OO (HI

.V)
;

oi'M'.luH'ini:
••!i| .V) . :

14, -Freight, Car Xo, -,»iH9, (

H7.-)7,

90s(),

«>7I.
WngcH to TeamsterB - -

Salary to Stu.lent for week
Bank (le|M)sit - - . . ,

harness repairs,

I'R, - . .

I.V

Payments by Check as foUows

:

Commercial Bank for Ru.k I>.r:,ft •> I.,hi,.-h ViicvCo;'
10, 14, $801.74

; Exchange, *2.00: Amt. of Check. «80a74."""

•f 4.(K>

•22.68

2«,.«

21.92

27.!K»

12,00

2:«i.oo

. ImUUU- ai Buffalo for amount of si X invoices of Xov,
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Received from
(>tudkntS name)

"''s'^Ru"" COLGATE SQUARE

PHONE 1383

No. I. LtmtioH, jlo-v-. ?, igo

To J\. . yce IIan ,

(WixkI . XoM
t UiJ

.iODD " yt.f i 01)

Ji'iltU " y*» (•«./('*« tai 1.' .is

Collect

Teamster J. -Co-llle-i

Received from
(sTi iiknt'h lNA^t^^

"^\'^^K>)''" COLGATE SQUARE

PHONE 1383

Xo. 3. London, Jim-. ^, igo

Ti< J\,. Jieli c. It
,

(C.nK IJ-.) {\V..n.| to.il)

JIJIHI i,.,. Utn tie. t an

,i()<J(l
" ^tut 1 nn

Ji.'ilJO
'

1
J JS

ColUct ..

Tiiimster j. -^aitici

.receiver's Signature J'i. Jiclinn.

i

' .J

Datk

J^'ov.
J

Nami.

It. J\i^elson
'/. Francis
F. ,lsh -

. /. (ranimage
Cash Snleti
J. Daly

COAL

i'AHTKl [.\R'*,

(iudph St.
Thorn St. -

.UarkhuDi St.
O.vford St.

Avon St.

WOOD

L,F. ' Stkam I.inr.

I

;n,3m

Datk. NAMR. I'AKTICLLARS. j^v 44 IK.

Xnv. .7

s
4

J Trull Main St. i

lias .Indrt'ws Miauii St. 1

S h'pdditt Jiarrie Sr.
Cash Sales
Eev. R. Millaid - • - - Exeter St.

/ conl

\
"



A rVIivery Mtutoinont HimiUr to tl». f.M..«.,inu. ^l.-.w.n« tl,.- ki.,.1, .,.u..tity, ,.,i.-,. .,f t„..|. a,„| .,. „ |„.,„ it
IH to Ih,,|p1ivo,,h1 ,icr pani.w ,.,„U ..r-l.-r, ,i,„l «(,..„ .ii,,i..<l l.v t»,.. r iv.-r is r-turn.-l t.. tl..- ..(n,.o l.y tl..-
te,u,„U.r, «l.e.H it is HI..,] ,.way us n v.-u.-h..,- ..f th- s,.le. T MH...,„..,.ts nr- n.u.l.. o..t i„ ,|„,,l,..,u..
No. )„,„« ,|Ha.li..<l f„.„. ,1... 1„ :.k H.ul siv..„ ,.. ,1,.. ,..H,ns,..,. „. 1„. |,„v., ,|k. var,l t.. nuik.- tl.,- .l.-liwrv

'

No. I m,m>.nn« i„ rl... S,,,!. Il-n-k Tlii, S,uh l!o,.k furn.s , i^i,,,.! , ,.1 tr.,;„ «|„.|. ,h,- Salvs Auurni^U
are wn.t,.,. ev.Ty .lay. Tlu- Cusl. Sales f..r hh.!. -lay may U- oL-re.! ..u oue or ...or.- ,.f tl..^ s„.l.s. with.-uf
thf riiiin»'s of til." purcliaNfi-,.

EXERCISE LXI.

1. Writ., in your Hook ..f nu.i.u.ss For,,., a |.,.|iv..ry Sta, „ i„ lu,,li..a,e for ..uh .a!., in tl,.. ,„on,l,.
1'. S>i;„ the nam,, of tl... r.-.-.-ivin- ,m,-.y .,„ tl... rinl.t l.ar„l f ... onlv. Tl.-^.- vo„..l,..rs un- til.-l a. tl„.

Close .it each .lay's I,um„..„, ami the .Salfs -lounials writt.ii f...' tli- .i,,y f.uin the .sti.hs.

EXERCISE LXII.

1. Rule three ..penings, six pages, „f yo„r lihmk l!„ok f..,- a Coal .Toi.nial. an.j t w., ope„i„,.. f„,„. ,»„„.^

«!''u'"n''';"'il"'-
"""''""" '" ^' " '''"" '"•'"" •^' "-t"|...f ..a.h ,,a„. w,i,e ,h.- of U..'.

B.H.k, 1.-^., Coal Journal n, Wood Journal.

?. DetM.h a..,l tile all vou.-h.TS f,„- tl... fi.st .lay's saU-s, aiwl ...ak- e„t,i..> in 1m„I, .l,.„r„aK f,-.„„ tl...
stubs aeeoi.lini,' t.. sp..,M,ii,.„ entries for N.-v. ,\.

••1. f)..tach an.l til.- tl... vouchers for ea.l. s,,.-.- li„.,, .lay's i.uMness ,., N..^. 8. j.M,rr.ali.i„u tV.„., tl,,- st,.l,s
Hs on Dee. 3.

XoTK 1. .\ll ...,l,....„s .,f ,1,.. .F.,„n„,U n.,..t In- tolall..,! at tl... ,.,,,1 „f ,.,,,.1, ,,a,.... a,,,! ,1,.. „„ .U ,.,„,„.,| ,„ ,|...follow.ag ,M,.., ... that tl„. „„al sal.s „,.y l„. >l,„wn at tl.« ..,,.1 of ...,1, „„„„|,.

4. I>eta.1. an.l tile voncher.s f.„- the .seeon.l w.vks l.usii...ss. j.-ui-nalizing all sal... f,-.„„ ih.. -tul,>.
:>. Hring ,lown the totals of all column.s in the .Sal..s .J.ui,-naN f...' th.' tw., vvc-k-.

nost !i"7'
' '" ,""'

TV'"' I'"'
'""'""" '"'"'"' "• "" "'"''"' '" '•""•'' "" ^'"" '"'- J""".ali... f„„„ tl,.. s,„l,s ,„„1|.o.st tin- l,„M„..s.s (,„• .a,!. ,l.,.v. l,i.to,-.. ,,r.,c,.t..li„g with the «...k of 1 1,.- ...x,.

JOURNAL.

KL.K hH SAW.S.

1- ,» It; IS.

JOURNAL.

j

KlM'LIN'. CmH'iK. C^^ir

\ ,„,.,/

i <:.,:l
I rfo'd

y. rttrtf
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EXBR0I8E LXIII.

1. Op^Ti (ill ft <• in the Ia'<\hvi- fur rviTV <u>«toni»*r wliKM*" itJinx! iipjieafM in tin- SaU-s Joumnl". iinlfxinK

e»ch a/c in tht; (icrx'rnl l^di^cr Iniii'x.

2. Piwt all sal.H frmii Uilh .lournnK to tli« (kbilH of the cUKloinirV a/<v., intl)-xinK every Journal entry

with the Iji-iigfr \>iitc- whi-n- it i-. jxiMted, un<l every Ive<lger ••ntr\ witii the payc of tht- .lournal recmcl, an jx-r

upeciincn « iitries in H NeNonV; » <• Thf ca>h nalen will not U- )«wteil from the Sales Journal*. Imt from the

Caxh l(<Hik.

NoTK. - All ixrMinal a/ci rii|iiirf
\ fmnf (tl Hp»4<'ii) fiuli.

fr /;. J^KLsnjf. Cr.

/^ff. ,; .'(«*/ //,<. .Vf.irr

3 .•iMiii ll.M. .\nl

,V j ruril /,' 1)1. /<.

.S' J
" /.' i/i. .S'/..

A7 IHI

(Ml

.in

(HI

M

Or. .s Hy Cnsh ,iJ sx

ft. CASH.

Datl ^ '-'

i>fr. /

.(

.1

4
4
f

8

,v

1

A,V t<i *iiirn I'lwrrn.

Ca,iil<il

M<l->-.

\V. WiUii

F. W'lHxU

Mdse. Cr.

Cask Dr.

. - ^.. — - -

KXI'LANATORV. Mmi. HlSUHltH.

hti'tatfu* lit

C../. (('mil Joliniiilj

W.l. < SVoml JimriiiilJ

C.J.

II J.

All
.\/r ....

J5
t •>

SI -

1

./^^ttff I/ft

i

1

1

.7 IMI

14 '«'

Cituli .Sitltn fur wttk '

l*',7 7'>

\

/'.7 7i:

TotiU recfifHi ,',9.;J C4

EXERCISE LXIV.

1. Write out the Lehigh Valley Coal Co.'s invoices on the given fern,* in your Blank Book, fron<. the

data given in the ineniu. on page 85.

2. Rule one page of your Blank Book for an Invoice Bot)k, with a money and index column to the right

of the page, and write the name " InVOice Book " at the top of the piige

3. Take the first invoice and pHste the top e<lge along the headline of the Invoice Book. Fold up the

invoice in 3 folds to a width of about one inch. Paste Jie top edge of the second invoice just below the

first one when thus folded, and similarly each suc<eeding invoice below the previous one when folded. (Keep

the invoices to the left of the money and index columns.)

4. Unfold each invoice, ascertain the amount and extend it to the money column oppo.^ite the invoice

when folded. Fold as before and write the name of the firm on the outside fold.

5. Bringdown the total of all invoices on the page, and journalize as follows :— Mdse., Dr. (Total

invoices) $ .

C. Post the amount of each invoice to the credit of the seller's a c, indexing each entry in both the

Ledger and Invoice Book.
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EXERCISE LXV.

" - --» ."»n:,:'.:::::;;;: ';;:;:„:r:^,;t .,;:z:'::;::::
*•' •' ~ «

EXERCISE LXVI.

....t ;ll;;:: ui::;:.;::,;;t'::t:
""' " '""* ' ' -' '"' '-^

.p,.™JI;r;,r:':;l:::A::-:;:.,„v:::,;':K'''"
"""

"t"-
•"' '•-"" " •'»™'

Ti i 1 b I

' '
"" '^•M"'"**' '"'"US on tl..' .milt ,i,|o „f the {'..I, M.„,L

fp"';,;:! ;;;:,:•;,'
"

";- r "•• • •""'-' -" '> '-'
•'''"

......^.v. ...-..:. ,;:Lr;i;;:'j;;::-
;^- -I- -;:t;;-;::t:;;:^

EXERCISE LXVII
'•

'''^:^:::r:.-:::i:;-^^^ ^ >- ' •
^ -^ .....

'2. Jo„„.al.e „„ tr„n.etion« not Hl.ea.lv r. ..,..., i,. „...<.,,. ,u.K. , ,u.,, o. S , „,.

. _^ _ c: isii.

DtTB.
<rr

Ih

A ( TO Wrich Portio.

Hunk
HoHt -

Frfijhl

Expense Dr.

CiihIi f'i\

*«pl»B«t.irr.

CunI ami tVuiti/

J m<«. Ihr. /./,;

Tiititt IKIifiiienln

Oh haml .

y.\it,\st MiAr.niwi.

/.;

.' UHI

:.'iii

nil

IKI

IHI

ill

/: t'.i

IS
i.-.

/.;

,.''.;./ »;^

3. Post to the Le.lger, in.lPxin« every entry in Ix.th Le<l»er an.l J.mrnHl
4. n r.te an inventory of all M.Ise. on hun,! on Nov 16, at invoice prices Xo ,i..,.reciu,on .wagons, or otfice furniture. Hay an.l ..ats all use.l.

•!• I"«>.it,..n on horseM,

In taking st.K-k .>f M.lse. on hand at any time the amount of wood can l>est he . . .
• .

.measurement. It is ditHcult to ascert^ir. ,.v..,. . , ,

^ '^'*" "*''*'•* »--'f''ained hy actual

HHd ^-areely possible by v" ill i". Tn \
''I'f"--'""'^^>' '»-~t of cal on han.l by »,ea.sure„.en,.

y posMoie ny «.igni„g. \>rum the iiivciues can Ije ascertained the t..tal weight .f ^.. i l- i /coal purchased dur.ng any perio.l, and the Sales Journals show the total weih ^'h I ,," u

Results. Nov. 15
:
(These must be obuined by the pup.l fr..m his Invoice Book an,| Sales Journals)Coal on Hand: -tTr ^ ^,

".".h j.

St«»m Lun,p, 79,030 Ibn. ,. .

^°°^ °° ^and
•* •"•. 48i cords

; Knots, 9 conls
12i..:. B, Miv..rd=: loin. U., ISj ,.„r.Js
12 in •sp., 19a conls ; 16 in. Sp., ;{Sg ,.,,,,1.
Kin.ilii.g, -is Ininrhcs.

Eg«. 106,.V)0 llw ; Stove, 88,800 lbs
Nut, .50»,f,0u ii,a. : Hcii, 79,oi)Olt)K
Poca., l-^-MWO Ihs. : B. Smith, 40.000 lb«.
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4.

5.

6.

1.

2.

3.

4.

5.

6.

1.

2.

3.

4.

5.

6.

n\ k

EXERCISE LXVIII.

Tiikf otf'ii Triiil l?iil)iricc \iiv l.V TnUils cxclu^ivf of i\. vx in biliuuH' .*
.

Kiilt! (itriill I,i'<i«fr a (•-, in IhiIhiicp Nnv. ITi hy dr.iwiiig doulile li<iriziiTitiil lines Itelow the last en 'ieH,

lUTiiss the (i.ilf anil nioni-y columns. (Hee Nclsun's H,r, {>af,'f SS.

)

Wrili! out a Stat;<'incnt of A . on Xov. 15 for ..M-ry eustonior wliosc at- is noi in lialancc on tiial

(late, n-i|ucstiri>; paynit-nl of the same as soon as convenient.

Wiile tiie Statement, of A c {{iven to |{. Nelson on Nov. X, receiptiuf; il in full.

Write a Statement of Assets and Lialiilities ; also a Statement of F.osses and < Jains, Nov. ITi.

Close Iho b.ss and (!ain A cs into Caj.ital Ac and carry forward the liala,. < in Caiiilal A c, dating
Nov. 17. Hesult .*2.88r..lH.

NoTK. Ah III,- l.iiHiiicss is to 1h' ((.iilinucd tlic Dtlier a is iiri'il not Im' iloscil. (I)ilii.li anil <ilc all |mpt,r» ot tliix

ixcrcise umlci' tluir |iro|M'r lu'adiiigs.

)

EXERCISE LXIX.
Write out Deposit Slips for deposits in hank as follows:—
Nov. 1. ten ••?l hills, ten .?2 hills, twenty .|r> hills, one $iO hill, total ?!1.".0.

Nov. S, ten $1 hills, ..ij,d>t 82 hills, five.*!.-) hills, ten .*10 hili.s, 1!. Nelsons check for .«
, Coin for

halanci" .$
, 'J'otal f^'l'M.

Nov. 15, K. Millard's check for*
, J. HikIiI's check for .«? . twentv SI hills, two iS.5 hili.s. live

$10 hills.

Wi-ite out the checks received on a/c fi |{. Nel.son, 15. Millard, and .1. HimIiI. Writ,- on each the
indorsement you were iei|uiied to make when depositing;.

Write out your check of Nov. 8 in payment of frei-ht charjjes on I car wood ; also that of Nov. If),

made t<j settle a/c with Lehij,'ii Valley Coal Co.. of lUillalo.

Write out the hank draft, purchased with the ahovp check, Nov. l.i, makiiif; it payahle to the
({piieral Sales Ajjeiit named in invoices, at the Third Natiord |!a.d<. Huttido. Have your
teacher (A. Principal) si<,'n for Commercial Hank of Canada.

Turn to your Hank Pass Hook already opened in your IJIank Hook and record deposits and checks
from al«)ve papers.

Detach and tilt" all paiKMs of this e.\ercise for future reference.

EXERCISE LXX.
What percentage of the Capital invested was the Net Cain for tlie two weeks?

Should this rate he .satisfactory to you? Why f

Which is the l)etterl>usin.-ss principle; to increase proHts hy curtailing expen.ses. or hy increasing
the \olume of husiness? Discuss.

Suggest any changes in recording freight payments, so as to reduce tiie work either in the Cash Hook
oi' (.icdgei-.

It has iK-eii found desirahle to make deposits in the hank daily instead of weekly, and to pay all
freight charges once a w.vk only: also, to change the Cash Hook so that it will show the state
<.f the hank cash, as well as the ollice cash. Design a Ci.sh Hook to nu ct this reipiirement, and
prove its ailapt.ihility hy recording the hank husincss with the cash from Nov. 1 to 15.

Why were you permitted to overdraw your hank ac to the extent of *'^300 on l")th inst (' What
s.'rt ot agreement had you cMtereii into with the Manager!

Sir s.-r. T4 ..( llie lliiik .\c-l.

~' '

1 1
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SET 7.

WHOLESALE GROCERY BUSINESS

,

,

:;

""—' "-- ' -«. '^' ' «. ™. ., ,„„-„.,, ,,,
rrulav, Dec 1 1<)0 - St l

«r..er,d.aie.to....,i;Hnwn.:,ia:.,r
H./:;;,;;:t;\^

'"""" "'"' ' '= ^-"•- "'"' '"

lUlame iH-foro the ,M.,i of the .^^^k an.l
'

• ,
''

''"'"'"" ''''•"•"""" "' '"'^i"«' '"" 'I- Nov,.,,,.,,.,- T, ,,.1-i in t..eoni..e.„.,H,e..,.u...i:^ :;:;.:;:;;:::;,-
li^..;..- ..,.,..„•«,„ „,,,. , j

- ... s...... :,.:::::;-!j':' r:
:- -^ •-

;-'- ^^'"- -• ^u- s ., , ..... ,.. ,,,_
.> 1

.^^.i
.

|>,u ki'i .<ii,l slii|)|,i.,-, §<j -,,,

I, ,11, >, .^iiiilcMt, a, . .iiintaiii, >l(i;

; "" '* '" "''"^ • ' "-
-i ~

,

V\lIO(,K.S.\I,K (Juo,-Bn's Lists Ff ; .1 ,

Travkm.kk's OiiDi It Hi WKs \ii i

:"'"", ' •^••i«.- "'.i.'. Bi.„M ,. :::::,: ,;;:':''r;-

"""' '•' •".' • —i.- n,,,,,,.,, ,„. ,„.

;:::^:.:;;:r-'
•''-- -- -i;t;:ri:;::j:-:,-j-;:;trt;7::;::

».;ou:;.;::ts:,::'::;xr;:r:;;:;:;::::;::-^';"-v. r -
All oi'ders ; .M.pivf,) -if tl,.> ..ii:

^I'.mrmti.e packing nK.n., «1,.. packs ti.e 1 ,
^

^''" '"•"!"•""•"'"<
»-'l,.,- SI , j. ,,,...,, ,„ „,„

;;".-.
the, ...e to ..fo..w,u-ded to ;hepj.rr^'^r^ """';"'" '^ '"" "^ '-""^ ''

""

<loul)le cheek, the fi ••St OilO , iHMli.r n„i,!
'icross the fiist oi.e when the ^o.kJ,

!«' wl,ci, the

Tl

olunii

lie .shi

iiiid

I'f the (iiffen.jit

I'per then returns the onler to tl

writes ,i„ invoice fr.„„ theOnj

I'e loaded on the C',, s d

iiwi,k i.JM..,,! i„ the "si
:»o<1n H,e packwi, ai„l tl

'il'I>er's Cli,.,k

le sei'ond

colli, III, is a

liiv.
Jl sliiiiiil'l,' Mi',,k<

"< ortice, when the h,

[.,..!

classes of g,«„ls.

s'«'r, enterinj; the I^MJfjer F„li
tl"<' Order Sheet in the Hi„d

cr t'<

Tl

'• iiiiiilinj,' to the

voice Clerk exK-nds

'•;"'<'-'""tant then checks the a.i,l

purchaser, si

liri,.es t,, the v illl,,ltv

louing tl,eai,i,,iii

'iikI the dates ,,f tl

ltloi,s, pl»(s t

it-iai,d te,ii.

<»,-.lerof 1I2/11»0_ Uiund

!''•'. nuiiil„>

in the J •urnal as

"g the sheet

'•' "'Voice and shipment in tl

• • tl dit)•lent a cs in tl,.

piige 117. and postcl

conse,.utively with tl

le pi,, J,,.,- spa,

le 1),

topaire 94 in the Le<l

•'•'dini; on,

He tluii

(S'e l.'s

^er.)

WHOLESALE LEDGER.
I lie t,,Uowin!j Led,re..sli,.us ..ii .i

- -: ' '
'-' ' - ---- ^:t:- ;r:;::.-:SfS
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PRIVATE LEDGER.

./. ii, SCOTT. ^Cunitnl Alrl

Datb. Debits. Crkdith. ' oh Balascb.
Ci'.

Tlic aiiioiinr ohnwii In thr 0.-t. 1 rliil /

Jan 1. tlx' \ml t:l<miiig of tb« tHmks

j.lit.«-. ti..' ti.t.tl wiih.iniw.tU tf> A. I;.

Sc-'tt IY"iit J;i(i, 1 lu Nov. 1-

The (t'-blt lialauiT uii Nov. 1 ih»WM
that iC<Hxl)t III) liaiul Jan. 1. iintl ^utmc-
qiit'iit piirrha^»-)i Ici Not. 1, excf'd tln!

Kultf for thf samtf period by »y-'17.vj.

The dehlt tHilaiK i

oil hand Nov l, ;

Book.

IKS. 17 denotmit^ftBh
H nbown in tliu {.'.

TliWa'"' If* nitrt'Iv a snnitiiary nf thf
C. Book ami iiet-U not Ih.- ki-pt in the
Lt'dtC'T. The tMilaii'-f of lauli on hand
nhowh ill thf C B»ok b^iii^ takiMi in

;

the T. Balaiii-o t'uch ntonth.

/ iinlanre {Orf. T. B.

)

./. /A

19JU' ja Cr. r.*ji: js

I 1

Xur. 1 /Id III nil 1" '. r. B
,'l < llfll .

/.' CiikIi

/.'/ Citsh •

J'i Canli • .

SCOTT, il'ririitr Ale).

I

w |llino
Jo
25 (H)

IHI

IKI

\Dr.

'i =:r^i^

A'oc. /
" SO
"

;ui

JO

ATDSE.

Nor I

I

I

I

III

.ill

.ill

.ill

Jl>

/id III nee {Oil. T. li.) •

Pitrchiuie.* (.See Xi)i\ P. J. )

S'lileniSee A'oc. ('. li.)

Sale^ {.See Sov. S. J.) -

H.'/T

f.is/i.

Balanee {Oct. 1
liiUn Kei:. {Sl.y-
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4
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4.-,o

Dr. am m
ii.j.'.<i 41
'lUO'i u.t

'i4o-'i J.V

470.; U.l

.'i.'lhS nj

I) ISf'Of.XT.

ate Rill Book.

If. 1

.il)

.1(1

.'II

Xvr I

14

1 1)

BaUinee.(()et. T. B.)

B. Bee. So. li'.iU

B. Bee. y,,^. si.-,-jl

Suiiilrir.-' {Diset. J. )

SiiinlrieH ( Dinet. ./. |

Balanee {Oel. T. B.)
Bank(Ck. So. —

)

Bank (Ck. So. -)
SS
an

;l m Ill 'V. 114 III

! / .in II.-, 4n
I,' 17 '.

! in.i .','*

K' •'7 i'
1

'.III ;.-

1!

.a;
1

l.'.i "T

BILLS /'.n:

S350
4.50

749

n.:

*5

no i\ Cr.
i!

J.I.-.0 ""

j.s;)9 •>''

/ i.-.o on



93

Xm- Bill Rook

PRIVATE LEDGER (continued).
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HILLS UEC.

/ linlinii-f iOrt. '/. H.)
i It rt-iuni'-'l -

4 X. *
.

i J. " . .

.'" mi/ Hoot si>:. '.-.

.

I" Ct^h Hook- S!.'

I

'ii: .is

}o'>0
! '.K)

hr. 1.17
JIS lill .>**<
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JSO

All
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.'Sll

<v - -
7.-,
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79-',
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.IS

S.ILIRTES.
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17

'//

i:.\l'K.\SK.

rx,,-„ „r nn.i
^''''-

' ' ' Bulunre {Oct. T li
^^^.- 'i<z&^v:\^'T* ""•" "

I

«
:

c.,..h Moot :
)

-

^.^v,i„..,„„„,o.K.«.h^i„„i,„„,„„.
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111
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98 It, thp In.Wx .-(111111111 l.„li,.,i,., ,v,..

A',,-'

PURCHASE LEDGER.
lOBBEliS SII-l'LV CO., Toronto.
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'
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AlCKITJt IIHAPT WITH
MiivriiLv Statkmknt.

/

S.
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I
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Dutton.
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I
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I

I
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Ml/* - ill. Ik'i

SIC

I

s.
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/
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N.
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I
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1
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Aukits Draft with
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Thi' .-Ji .lay draft ..r N.iv l ami ,|,,.
•' " "'• 'livck.'il iiiti, 111,, biilaiic
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'Ir:l«n Ml f.ill -, III. 1,1. Ill .,1 ,,,.
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j

Mitne.
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'
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i
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1
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!
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i/.i

hi: ..'SI I!')

t

V
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:
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Bji Cash -

'

' Discount
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3
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FIngal.
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\
O.'i Dr

1

^
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Afigmi DRArr with
Ml.KTIILT HTATKIlllKr

Sarnia.

AV.r
/ I liiilatirf (Oct. T.H.)

' Viscount
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Pat» dirkct ti> ilrnvK

Til., iwynwi.t .,r .iMh fa f,.r ti,,. I
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TRAVELLER'S ORDER SHEET

_ _ _

ii's.ii.mii.il ii> iMiK.. II,, „„il |KK|..<1 t) Li.lj.'..r Foli<i!t4.
Ht»ff, I)e< . 4,

OFFICE INFORMATION

Ami or A c •

Paid . . •

A. B. SCOTT & CO.,
Salasman's No.

REASON FOR BALANCE ^°'^ ***

P.O. Sarnia g^.p ^^

Shipping: Point Sarnia

LONDON, ONT.

DATE SHIPPED

G.T.R. 1^®°- 5> 190
O. K, CREDIT

~~

BINDER FOLIO

117

DATE INVOICED

Dec. 4, 190

LEDGER FOLIO

94
S|,i,,.

0) I"-

1
( ii.-.k till. Wiiulil

Niiiiilwr

ID

^ I

h

1

1

1

1

1

1

100

Pri.f

Halbhikh Mi«t N..r l'»ii TiiKni (cilimnii.

4|

3 :iii ha N>T

Register No.

Sack Patua Rice

Tin Epp's Cocoa

Case Pure Food Corn

" " Beans

Mai t Br. Food

Quaker Oats

I

I

--—- Amounts Forward
I'

10 00 3 15 8 00
WHOLESALE GROCERY LISTS.

~ " ""

V,„,. TI,««o 1i . 1
,,'""'*''"'"•""»"' Paiinenl un,l rash ,li80o„..t, IAOTh.— Ihese lists must !«• i^,., |,v t „. l„v,,i,.H ri..,.b .. i i

writiMK the I„v.m.us theretV.,,,,.

" ''"'" ""'""*'' '^"•"""">' "" tl,,. Tn.v.ll.Ts- ..„ler.s ,u,.i when

4 75

14 37^ 5 25

2 75 1 50

2 82^ _^l 65

1

1

4 00

4 00

; I

Terms -Net Cash on the follow
ing goods

:

-Apples lliicl. cviipoliitiil.

Hii'itkfast Ctrcals.
Chiesc. I,anl.

Fish Sallcl. pi, kl.'d.

Mo.ils Salted, siiMiked
I'Koi.KK -I'e^.s, |{,Miis'. BaHev, Oat-

il

Salt, Siiidiyht Soap.

Terms 30 days. Cash discount

Mods-- ^° ^^^- °" *^^ foUowing -Tens. 3 mos. Cash Discount
*°°°^-., °f 3 in 30 dys. on the following

Hiseuits. goods

:

Cott-.n Hags. a,|,j„„ (.,„,, I,., ,{|,„,
hKiiTH -Canned, dn,.,| ; -Apiie.its, Br.,.mis, IJIarkin-

Hates l',„nes. ( unanls. linttled li,„„ls. ('atsiips, Sauces,
I'lllk

; ( uiiants, pki;. ; Fi«s, ( 'oena. Cortt'e
Hiii.snis. t'hcenlale.

I""]- Cnfeetionerv.

(!" ihuis ijiKjils ,-i,)iliiiiieil. )
•Tain-, .lelljes,

.Molasves.

I'll Ki.Ks Imponed Aiiiericiin,

Kii-lish.
Sugars. Syiiips,
Siiipiise .S(,ap,

Tdliaecd,

Washiiiir .S„da,

I'eailine,

<H,Id Dust.

(3 iiifiiitli.i' iiotiils coiitiniiei/.J

T-tiinip CliiMuievs,

Lantern (;1lIh;h,

Matehes,
-Macearoni,

.\Iuslard, I'ails,

I'ajM'i Itags,

Tickles, dumegtic,
Hice. Sago,
Stareli.

Soap, laundry.

'rK-\s--(i. -Mogul. Red Rose.
Cliiiiiis—

( luupowdcr,
\ oun;.' Hyson,
Scented Tekoe,
<V\1..:, Pckuc.

•/a/>iiii.i

L'licolored,

Tapioca,
Vineg.irs,

WiKxlenwarp.
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EXERCISE LXXI.u- ^ACinuiaE LXVT

-p;''::::':::r:'i r-'- --
"<•>. Draft on H
HIT, •• .. „;
NIS, • .. ,.

NIK, .. ..
,''

J. *-'l.

xi'-.',

Mil,

HIM,

HJ.-I,

'-• l/II,l<Ki , ;j(,

V, i/ii ifK.-
, r^o.|,,v.

'< • -VUliKl ..•K, .'.

•'.-'B/ii/iwt-. :«) ..

1/ !• I!M> , ._>

1/1(1 mJ_ ;„; ,,,,^„

l/ll/l!*!-. ;j,, ..

l/ll/lfdi .:«, ..

l/M/HX. .;«, ..

'/"/HKt-
, ;<o •• ,..

M'vk« nil notes pavli;;!';;;;;"'""
""'

•'?'!" "" """''
'" "^"'-"•"' "f " •• I- '.-.^—^ .- -„ - . nr::v;;::;;;;:::;: -^^^^

'

. ..,_ ,.,., ,.. .,.

1. K. -.1 .1, ,„. HU.ve „ ,
,

EXERCISE LXXII.

'"-'• •" ^"'""•>- •"-- - -- discounted !/??.. ,„::t-. Mll.i tiiP flllluiiiit of „„, o,^ ,^,

-f:
"'- "=-"

""====-^'=--=;;r'::::;
„

1 H I

EXERCISE LXXIV

-. iUr. ocott desires to Invn *! «

v-,.J.«.81. P. ,\et Worth 820,4.31 19

I Ml, ,f
EXERCISE LXXVI

2 .y
F'Sting.s. Make „o interest

tl.e un,ou,.t of 3 ' goods. a»,i the ot}>er at T f I
' '^"'-•^"i^n^-e. Draw „.,. .. ,oZ f"'J-onn.s .. ,.. .,.,,„„,,

"^ '0 J.V.. ,.. ,He amount of sugar, net and 1 goo^X:
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UC^Ljh
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I

100

"•"" '-: """" ™ ~i' c r. „„. ., 3,1 „„>, fJ'l" 7s LI,:";;''
"","•••" • '«

'•'""""• '•' "uirai^, n>t and 1' roodi I,-.. ,li.;
'°*''' ''"' '"'"'' '" '" •"•J" '" 'I'

iTrZi ""'•.'°,:"" 7''" "' "• ""'"""" ""• '""•-« '"" -'«• •' ^ ....H«.

u.,,, ,„,., ;™, M,™~ *::l;;r^r::T,:;;' 'r/rr-;: "vi- t;
'

- - '--•' •

«:'«.';""''"—•"••""'-'—•
--.-™r:,r:::,;r;ir'Li::r:::;,:;:r',:

5r.
CASH.

ItAm

1^

M

w",,**:"'''^*'*!<

! r

li

A'or /

/

I ..,1

Unlancf #,-v /^

Billa liec. NuUi sii;.jt

E.

().

/'. •

H.

/•'. •

r.

M.

.1.

r.

L.r. X'flWIIB..

/ails Bee. Cr. •

'Mdse. Cr. Ca.^h Salea

CdSh Dr. Tola! UfCfiptu

liitlance from Oct. •

i;
1

./"

:!.-
1 .V.V

':
i

', Sll
1

!7
i i"

US .'**

.'i; IHI

/!.- .',11

<* "
',.;

4" 1 'ill

/', ;/'

/'/

/?/,-

'
Th.»e an,o„„u ur,. ,.,e total, „, .iJiHIar ..,„n,., „,a,... a> ,?;fr..re„MT,n.s"T

RiLLH Rue C'AKII HtLIW.

•"•
I

?y

l^lriIi^ the uiomh
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EXERCISE LXXVII.
' ^*""- '• ^'"•" ^i^^' »" 'i-'-uni all ,1... .10 .UvH .I,-..', ,• . .

^•|...l....«e«.,.Wn.H...,
...,.,,.....„....,,....

•'• \> 'irk out on the Ki.k „f i i •

*!::,:':: ,'^!:"'»-'?-"''---'o'a,a..o,.„.,
'"•"•""Jinj,- to Mi.niUr entrj- ,.„ N,,,, ,

'""«•"'•'""'-'
>-r,..,,Wk

C.ISII.

I'AM.

JV7

K.vpenae, T)r., total

('ish V tiitiil iHU/mniis

H,il, lire „i, l,„,„i

I..V.
'*y Mi'iiini.

/
l)isi-t., •Vutm .Slii-ji

Uttnk

f'iirf.,

''•'-'"U nf aim.; .

K. .

;ii
• «

•i •'

F. . _

"1 ..

A. .

.III

V. .

.III * it

"H C. ,SV;/.«

3tl
i J'>prnae, Salnrim

to "
Iti^iit

:

.III

•i- B.Scott

I'l-ll-i Caxh livok

i

III 'Bank,
ilflHuiit

1

Ktriuiiii

.'".' im

:iii III,

M mi

tmi ,1,1

"'
I

"

Jl-.' rio

1 1.'

i III

n;

''4
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MBMO. OF BUSINESS DONB FROM DEC. 1-8.

Ifc'i
. 4 -Cii»h rwi-ipt« by nwil 'MiUy an fullown ; -A. Kur Iiivui..^ IH 1 1 IW> , |H7 iK*, l<«» illxciimt, ."Hi.'. X. -

For liiv..ic-,. Jl I i/MMl
, *W.»I<», I.-., iliw'oiiiit, JWi'. Liuh Hi*l.« (.Imlii- 1 tliwiiuiil*), 3

,
g.»»l-. *i;. »0 i 1 k'-kIh, *6.'24 ; m-i

giMKlii, *i4..'W. Triivt'llrr* iinli^rt hy mull for I/I'."I90— : -L. —S,»niU -I xiuk Piiliiu Kiio, |t»i IIh. 0' 4,'i' i I tin K|>|>'«

Ci"".», iVJIIw. ^ S7J' ; I i«"c IV F. C'liM. •_• il'i/. f" 7*. ; I ra^. I'. K H.m,-, 2 <|„j;. fn H-.»J, . ; I <ii-..> M H Ku.»l, !«».(li»;

1 I .-.! (i. OatH, $4 <»». A. — l>illlim -Ihl.l. (;..|.|.ii .Synil), :W gal«. to ai l-V ; I lilil W'liit.. Ki-li, *» (X» ! I 'as.! TjIUhih
O.iii, *» iKt. y. — KiiigMvill.. 1 Ih» Uiy.r R.i-m-, .»:> 4, Jl Hi*, ft" Uk : I Nix h'lx". •"-'•. 'Vi Hw. (<i Hv. i 1 bo» loiia

Ciiir.iiii^, :WM, '.'B |I>H (u ttjt. J I K,i, k Aiv.i Oatinwil, 73 Urn. (./ :tV ; I In>\ KiikH-Ii Ilia. kiii«, .'I iloit. ft *>. ; } cheit V. H.

Tea, 91 II, M<) lliH. r>i .'Vli!. CaHti (hiMiK'Nt to trivi-llcr oil prcviiiii>4 onlor ill).4i* ; 1i-ih (liwiiuiil, I9u.

Doc. 5. -TravellcT H onlriH l.y mail for 4/l-'/l«lW ; - F, — Fing»l — i cli«xt I'm . Ja|««i. 7-'-IO, e-> 11... at 374c. | 1 !«»«

Morha Coir..-, 124 9, 11.111.-.. (.. :Vu ; | M.I (i.MJ.ii. Ii Sail, fl.i'ij 'J Id.U. Salt M.riiiiK»(» «'.».7."»j I .a-.- H. I'owil.r W, fHi»>.

Ca^li luiuiii'iit to travt'Uur oi; |iiimiiu« oiiLt, f'J'J.tK), Ii'mm 10'; ttlwi fi)r iit't giMKiH in aU.ve onlii, lSKi.7*i. Total $
*'• Si H -1 HiU'k <inl. Cotr.-.', M<) ll«. fM -iJ*. . ; 10 ilot KiiiK Hiwl.lii-t (« )»1 (N); I Clii'.i«', Wl llm to l.V ; 1 la.l.li.'

'. , .V li. T..I..I..-0. 16 Dm. (n WK-. K. -Noiwi.li -J.li.-l (!. M. Tea, W) llw. Oi -.'H. . j 1 I i K|>|>"'< Cm .ki, IH Dih. Oi
,"»7J.'. ;

2I.I.U. titan Sugar, 3a0-'J0, .114 14, .5.10 ll)a. (u i>4.U); 2 <l.>/.. Ur<Hiiii« (Al) (a, $X*»l Ch4i (..uiiiiiit to iiav.'ll.i "m prcvLaiH

onliT *l4.<tO, li'gs 1%. Total . Coah Sale* in waifhoiisc (ilciluit (liHrounUI, '.i'i gtHHln, ^4II.I>0; 1 ; giKxU, ^J4.90 ; lift

HoimU, *4..X). C'luh RetfiptB by mail to lUy a« followH ; -f. *i«.-i(l, leHii 1% ; H. *1N. 14, l.--. I" .

Dec. fl.-Mailor.l.T (ru»h):-\V. —Konioka 1 I.I.I, (^iiaii. !Sii«ar, '2li9-l4. •'X'i \Un (a *4.Hi; I \>\<\. Y-llow KiiKai,

SIA II, r^a I)*-, (a .«:IK0; 1 Hack Rio-, '2.10 |)>h. (a .1.' ; I CIuhmo, ti.'> llw. (,i 10. ; r> ynuU Linl, JO ll». e.x li, <g l->i< .

Tiivilltr'sonlfrH liy mail for 5/12/190 - :-C'. Lakesi.l.;— 1 Ix.x C'o«lH»li, 40 ll.s. f.. 10..; 1 Ih.x llat.n, 80-10, 70 llw. to

9i. : 1 (iiMo H. I'owil.r, 4 <loz., to.'2 40. I). Lucaii 1 ta.liliu M. N. Tea, IS I1.h., to "'K;. j 1 tin K.WHtfd Cortee, 2."> lli-..

^ .'Ui.'. ; 1 Im.x K.'cii'h itlui-, H IIm. , to 22c. ; 1 iloz. Hhk.iih (&, $2.60 ; I <loz. BrouniH (g, $2. 10. OmIi SaIgh (deduct di«cou:ilH)

8% g.-nU, .*22 :W ; I X g<K«|H, .?10.84 ; Net tt.MKU, 812. 10.

Iku. 7, 100.1. --Trav.ll.r'g .pnlcri by mail for fi/12/190— :—J. Aylmer 1 box Codfl-li, 40 lb« ,
to llV. : 1 liox I>att-,

8010, 70 ll)»., to Nc. :
,-, |KiilH Lml, 20 lb... .a. Ii, (S lie. ; 1 Cheew, (iO II>h., (S> 7c. ; 1 nack l!i.., 2.".«.(i, 2.T0 lbs., (a .-»<.

T' MIS, diatt at 'M .I.ivh to ...vcr aUive onlcr and balance of inv(.i<ti of 2.">/ll/0'1. bss ilis'inint. Fine of draft 1?I77. 12.

M Dresden 1 Ih.x C. & II. I'i. klei., !»4 (to ; 1 U.x Chow Cliow, *4.0<l ; 1 casu CiirrantM, I jO -JO, 90 lb«., to .IJc. ; 1 bl.l.

C' rants, 2I0-,10, 180 lbs., to 4c. ; I Ik.x DatCH, KOIO, 70 lbs., to «.•. ; 4 l>a«s Oatm.al, .".<• lbs. eucli, (fi lie. N.

-

k.u8iieU —2 bbls. (iraii. .Siih'ar, 3l.')-.»0, .140 3 •, .140-22, 613 |b«., to «4.I0; 2 bbU. V.l. Su^jar, 297 17, 347-20, 607 lbs.,

a *3.60; 1 bbl. Salt H.rri.^s, *I0.00; I Ih.x lUisiiw, 28 lbs., to Mc. ; 2 loxes FniM:s, .'Hi lbs., to H.v ; I Ujx Apri. ..ts, .V) lbs.,

to lOc. Cash iMyiiieiil on account with ord.'i, i$liK).00. CahIi Sales (deilu-t discount*), .1 „
g.xxls, $46.94 ; 1/; giKxlt«, .'J;i2.00 ;

Net ffXfU, •'*27.;i0.

Dec. 8 —Traveller's orden' by mail for 7,'I2/I9f)3:—H. V^ioodliam 1 l«.x Ijiundry Soap, SI. 00; 1 box Surprise

Soap, 8^.<W ; 1 lx)X (.'ausap, 24 pints, to I2i . ; I Ih.x ('.ilsup, half pints, 24. (" H, ; 6 tins Sodas, 60 lbs., (& 6c. K.

(Iraiitoii 1 bbl 8nioke<l Hams, 2.'iO Ibn , at 12.. ; I tw.x T. * U ToIkic.-o, 1H lb> (.' f.0... ; 10 U.x.'s Liyer Raisins, 140 2tl.

120 lbs., Cai \"< . : I bbl. Molttss.., :J6 K''!"- "t •**.. Cash Sals- to-lay (iliMluct .lis.«ii.itg), 3°; g.MKU, .*24.«0; 1% gmxls,

(!i:i.40; Nvtgo.H|s, flti.lO.

l).c. 9, 190.1. -Traveller's oiileis for 8/l2/19(W, picseninl at Office to-ilay :—O.—— Hlytli 1 Cheese, 60 lbs., @ 8c. ;

2 ba>;s Dn.sl .Vppl.s, 100 lbs., (u; 4c. ; J olie.sl Uiic Japan 1"ea, 74. 10, 64 lbs., to! .174c ; \ ili.-'t IVk.H^, 60. 10, 50 lbs., @; 28c. ;

6.1o/.. Hi.H.nisf.. ^1,00; 6 doz. I!i<K.inK (6; $2. R. Ul.'nlieini 2 fwcka Oatmeal, 100 lbs., to 7c. ; 1 ca.se Midt Breakfa.t

FimmI, $4.IK»; 1 pail Muxlaril, 40 lbs., ^ 18c. ; t gross l-iinip Classes, 12 doz., (a. ."lOc ; 1 grosH Lantern Ololies, 12 do/,.,

@ $1.40 ; 1 tin Roasted Colli-.', 2.'> lbs., (S{ 32c. Draw a draft for amount of alM.ve invoic- and that of Nov. 10, less di8coiints.

Fa. e of draft, -< 1 69. 46. iM.iil order: T. -— liothwell ! bbl. (Jian. Sugar, Slit II, .108 lbs., to .'?4.I0; 1 bbl. Yel. Sugar.

42<ill, 41.") lbs
,

^ii SJ.eO; I case B. Powd.-r, 4 do/.., (S) 82.20 ; I case English Bla.king, 3 do/.., to .")0c. Cash Sales (deduct

di-n-ouiits), 3 ^ goiMls, $14.60 ; 1
!,
gcnxls, .*22 10 ; Net g<K).ls, $9.48. Paid week's wages in full to each incnibtr of the staff as

p.-r Pay Sheet. Total, flK)O..")0; also travelling ex|h-ii»cs for week to A. Drummer, S14.00, by check. Small payments on

account of expenses for week as per Petty C^ish liook, ^.40.

EXERCISE LXXVIII.

Ill p«'if<iriiiiiig the tidily routine work for each nietnlier of the statT as it affects the ottice r.^conl for

DecemlxT, tiif .student will observe lli(» fuliowing order :

—

1, For the traveller. Write out the Ordei^ received each day from the traveller. By eon.sulting

a gf)od Railroad map ascertain the purchaser's nearest shipping point, and nark this and the transportation

Cj. bv which the tjoods are to be forwarded on the Order as the traveller would indicate.
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2. For tbe proprietor. Ki.unii..- th.- ,,„r. im-. , - „ .• i„ ,i,.. i^..|^j,.r, ..^^ i„i,j„| ,|,.. n k .•..i,„„„ r..r
Mr. Stiitf H tli>' I'liflii ii ^Hiisfui'torv

3. 7or the shipper. l'i,u« ii,« .i,i,.|M.r\ .•i,..,k „v„k ..,,|H.,if,. ,.x..n- i , ..f «...i, ,«a..| ,»i..|
.I.-ln.r...| to .1,.. t n. n.fH.,•,„„.„. r.. W.i,,. .„„ i„ .l,„.li..ate H.>'lnH....U li.H ^.r .-..W. ..r.l..,, .,«„ \|,. .s,„i, ,
iiiiiM- 1.1 N... J iiii.l tlif Fri'ii^lii .\yfiii .. imiiK' to N... |.

4. For the invoice clerk. Kxt.-n.i n... ,,n ,„ ,h.. ,,n.,».; ,„„,...» ,„,„, ,.f -i,.. c ,..,• iii,^„k an-i
*";*;"" '" '"^ "•"" '"''' '""'"• Ki^"'« tl... .MUl amount ..f -a. I. .l.^ ..f „.,K ,, ,|...„„ ,,, „,.. ....I.t

8. For the accountant. ciH-k .ill ..xtniHi..,., ,.,,.1 ,Mi.iit,„,.H «mI. v..,,. ..^w, ..i....k ...ark ,M.st t.. ti„.
;":"";"'- ] " :

"". '';;'''^'-'\""

'v'""
''""'

^
•'" ' ^ "' •

' ^-'i "• -•' '••'«•••• ^"'^"- i--.... i.l-l.s .n .-.,1. ..„1.,. US UHlua,...! i.y .1... ,«.. end.., an.l l..n.l in v-ur H.n.l.T Snl.. .l.-u.-nul, , U-nn. ,i...
|)lll{l'!. llll|»t'(l|t|\cU "

';r-.:::.'t:;;:r;:;::;: :::;;;::;:;,:;;::
"•• •- « •""• ••' »"- - .-« -.

]l
-'; " '';"' "",'""•: '^ """•"> •"'^ •» ""ly -• • "-i >•( i ti,, m,-. s...,„ „i,,,... ,.,.,. ,.. t«k..

;""•"" "' "';•"'•'
'': "-^ --'^' -^ ''">•- '- ''. ••• - '-. if ,,.., ,.,..,

I ... k. '..;..lu-in.'N ii.l ii.ciinitfly,
n'tji.i.g ii.t>

EXERCISE LXXIX.
i. Th- >t,..l.„t will uk. th.- Bunk H....k ,.. tl... lM,.k ..,.1 1..V.. .11 .|..,„..,, „,.., ,,...,,,,

.

, ,.,. ,^ ^ .,^ „_^.

also .........v.. t,-...n ih.. L...|«..r Ke..[H-.. the v.,ucl...,.s for Hyn...«ts w..uk...l i,. il... U^.k.

'-'. W.i... .1... Hunk l!.H.k as .-oturne.! fn-.n ,|,.. ,.a,.k. sl.owin,- .„.ly ...... pavn.,.,., ..,. a .• .I,.,i... „,.. „,...^

'

i':::r..::;;::;:::;'^;r;:.;r"

'"'" '-'' ''''''' ^'
-^ ••• -- '" -^ - •-

<

^^'';

••!. K..I..r i» y...... ....iiMla.. .Joufiial, " K. T)c. lo Hank,' with ..v|.la,.ato..v w.....is ^, ,1
^•"- ^'•- ^^'^ i'"i i>-.kas,oii..ws:-..H..t.... -..pai.i. ,.::,::,:;;;' ,,;;:':;'

' '--'

4. I'Kila,.,.,. th,. l\isl, |!,H.k and poM u...ount.s ..f >|„.,.ial ,.:.l...,ins. as »,.|| a- i,. ,1, , .

I'.r;..-f.,..wa...i .1,.. I,al; .• ..n l.a.ul I ...... 11.

' '""'""' " •^•

5^
Fin.l .1... ,.„al of all ,.o,..s ar..l .i.-atls ........iv..,! .h...i,.. th.. w....k l.y a.l.lit.K th.- a.....,..., ....I....... i,. „..•1..1I Ho..k. .,„.......,... tins a., as f.,ii..« . :_.. ,„i. H..... „, ,_,• ,,„,,, „. ^,,,. ,,,,,\:;\;!;i

<i. Kin.l th." t.ital sales for tl

l)..c. 1 to a •'('apiti.lali.i.. Sal-.s" ol

..' wt...k 1)V t'o..\vai-(ii.i<' tl le H...OU.I

M.ls... CV. ..S- I'ost th.. S.

II. .11. at tl.u .....I of yoi... .Joi.r.ial, a.i.i

f of .a.h (»i.,l,.r placed in the iiii.d

ales to th.. .-.I.

j.>uri.ali/e the t.ital a.s f.,||

ouston.e..
a < ill t.ilal a. ..I t.> tl

lov since

.iw.s :

le c.....dit .>f tl... individual

Kul .. t \V.)

of Sal..s .Sheet. (

EXERCISE LXXX.
jiagps f..r a Trial ISalance IJ<H>k at the .....I .,f y„ur m-mk H.„,k

"py into the Noveinln'r
>.in.ilar to the Heeapimlat

money e.,h..,...s. n..xt to the li-'l.t of tl.o N
r.-:,„..n the Nov..,..lK.r Trial Halan.... Write at the t..p of tl

tun

Aeialtf... I

iM'twi.en tl... d.-l.iis ami lit.* <<t' all L»'d;.'er a .s not in I

il.in...s. the l...a.liii;; " D.-... <J." K,,;,.,. ,|,,. ,|

• IU.(..r<. I

possible rrr"|.>i rorr.i :>il

*i:iiiniiii.- III,. «„rk of i.n ,1,.., (h.. teacher ihoulil . h...li

lalan.-e. and p.-ove the l.^ilger

the work of the previoUBday with that J

id(.....nees

is in e.|iii|ilp..iiii.|.

lone u II... itudent. ami hHM any
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